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*This regulation supersedes XVIII Abn Corps and Fort Bragg Regulation 37-2, 10 July 1997.

SECTION I

GENERAL

1.  PURPOSE.  To establish policies and procedures for payment of supplies purchased by ordering officers in support of XVIII Airborne Corps contingency operations, training exercises and movement of troops away from Fort Bragg.  This regulation is applicable to all organizations and units assigned or attached to XVIII Airborne Corps and Fort Bragg, to include tenant units.

2.  REFERENCES.


a.  DOD 7000.14-R, DOD Finance Management Regulation, Volume 5, Disbursing Policies and Procedures, 9 May 1996.


b.  DOD 5500.7-R, Standards of Conduct, 30 August 1993.

    c.  Directorate of Centralized Disbursing (DCD) Procedures, 16 April 1998.

    d.  DFAS-IN Reg 37-1, Finance and Accounting Policy Implementation, 18 September 1995.

    e.  Federal Acquisition Regulation and its DOD and Army Supplements, 1 June 1996.

3.  DEFINITIONS.


a.  Paying Agent.  A military or civilian employee appointed by the commander to act as an agent of a disbursing officer.  Paying agents are individuals whose regular duties do not involve disbursing functions and who are not organizationally located in the disbursing office.  Paying agents working during tactical operations perform their mission OCONUS, exceptions to this are during rotations through the National Training Center or the Joint Readiness Training Center.


b.  Ordering Officer.  A representative of the Contracting Officer appointed under the provisions of the Army Federal Acquisition Regulation Supplemental (AFARS), sub para 1.602-2-91, and normally authorized to make single purchases not exceeding $2,500. 

4.  RESPONSIBILITIES.


a.  Commander/Activity Director will:

        (1)  Initiate a memorandum appointing a Paying Agent (sample at Appendix C).  Ensure that inclusive dates of the appointment are sufficient to allow the Paying Agent time to return funds to the 
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DMPO; i.e., authority commences when the agent picks up funds and terminates five days after completion of exercise/operation.  Funds will not be advanced prior to the effective date of the appointment.



(2)  Initiate a memorandum requesting appointment of an Ordering Officer (sample at Appendix D).  The name of the Ordering Officer recommended must be submitted to Installation Business Office-Contracting (IBO-C) three workdays prior to departure.  The memorandum will itemize the type services and/or supplies authorized to be purchased for the contingency operation or training exercise.  (See Appendix A for general guidelines and Appendix B for examples of authorized purchases.)  The Ordering Officer will only be authorized to make purchases in accordance with the appointment.  The Ordering Officer and Paying Agent will not be the same individual.



(3)  Initiate a DA Form 3953 (Purchase Request and Commitment) requesting the services and supplies to be purchased for the contingency operation or training exercise.


b.  Program Director will:



(1)  Review and approve the memorandum appointing a Paying Agent, the memorandum requesting appointment of an Ordering Officer, and the DA Form 3953.



(2)  Ensure that necessary funds have been committed using the DA Form 3953.



(3)  Verify The Accounting Processing Code (APC) and assign Standard Document Number (SDN).              



(4)  Forward the Paying Agent memorandum to the Commander for signature.



(5)  Forward the request for appointment of Ordering Officer to the Support Division, IBO-C, for exercises and deployments.





(6)  Furnish the Ordering Officer a copy of DA Form 3953.

        (7)  Delegate to the Commander/Activity Director any other inherent functional responsibilities not listed in this regulation which are deemed necessary to implement this regulation.


c.  IBO-C will:



(1)  Prepare a letter of appointment for Ordering Officer under the provisions of AFARS sub para 1.602-2-91.  Letters of 

Appointment will specifically set forth dollar limitations (not to exceed $2,500 for single purchases) and the general category of items authorized for purchase.
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(2)  Brief the Ordering Officer on the following:


    (a)  The proper use of procedures the Ordering Officer is authorized to use.  (See Section III)



(b)  The standards of conduct prescribed in DOD 5500.7-R, Joint Ethics Regulation.



(c)  The preparation and submission of information for procurement reporting purposes.

        (3)  Provide the Ordering Officer with a sufficient number of Standard Forms 44 (Purchase Order-Invoice-Vouchers).

        (4)  Inspect documentation for each purchase to make sure there were no unauthorized purchases and sign off on the clearance form.


d.  Ordering Officer will:



(1)  Read this regulation prior to reporting to IBO-C for briefing.



(2)  Acknowledge receipt of the letter of appointment in writing.



(3)  Make purchases using SF 44 (Purchase Order Invoice-Voucher) within the scope and limitations set forth in the letter of appointment.



(4)  Record purchases and keep a running balance of money spent to ensure the dollar limitation is not exceeded.



(5)  Maintain the standards of conduct prescribed in DOD 5500.7-R (Joint Ethics Regulation).



(6)  Make distribution of SF 44.

        (7)  Clear through the Resource Management Office with the Paying Agent before taking the appropriate paperwork to the IBO-C for clearance.  In order to clear the IBO-C, Ordering Officers and Paying Agents together must furnish copies of each SF 44, completely filled out to include the conversion rate, a copy of the DD Form 1081, a copy of the SF 215 showing the deposit of unused funds, and a copy of the Ordering Officer and Paying Agent Clearing and Reporting Form signed and dated in the appropriate space by Resource Management.  This form may be obtained from IBO-C.



(8)  After clearing IBO-C, the Ordering Officer together with the Paying Agent will clear through the appropriate Finance Office
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using procedures discussed in this regulation.


e.  Paying Agent will:

        (1)  The Paying Agent will be advanced by either the DCD, or by the DMPO serving the installation.  The original copy of appointment orders, together with all copies of an executed DD Form 1081 will be forwarded to DFAS-Indianapolis, ATTN:  DFAS-IN-FDB, P.O. Box 16028, Indianapolis, IN 46216-0028, for advances to be received from DCD.  For advances to be received from the DMPO the appointment orders must be provided to the DMPO, and the DD Form 1081 will be prepared by DMPO personnel.  Paying Agents drawing $10,000.00 or more are required to travel in a military vehicle and must be escorted by an armed guard. 



(2)  Sign DD Form 1081, Statement of Agent Officer’s Account, when funds are advanced.



(3)  Not entrust funds to any other person for any purpose.



(4)  Properly safeguard funds at all times.



(5)  Convert treasury checks only as required.  In foreign countries, U.S. Treasury checks will be converted to local currency at authorized currency conversion facilities only.  Authorized currency conversion facilities include Central Funding Officers, American Embassies, Finance Offices (FOs) and Military Banking Facilities.  Accommodation exchange rates will not be used.  Only official exchange rates will be used.  Upon termination of the exercise/operation, all remaining foreign currency will be exchanged for U.S. currency at the authorized currency conversion facility prior to returning to home station.  When the nature of the mission requires it, provisions for the conversion of funds prior to departing CONUS may be made by contacting the FO for approval in advance.  A certificate describing the circumstances of any conversion will be turned in to the FO.  The following information will be provided:



(a)  Date of transaction.



(b)  Name and location of currency exchange facility.



(c)  Disbursing station symbol number of DMPO/FO, if applicable.



(d)  U.S. dollar amount.



(e)  Number of foreign currency units received.



(f)  Rate of exchange.
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        (g)  Name and signature of seller of the foreign currency (bank, institution official, or DMPO/FO/DCD).



(6)  Establish identification of each payee prior to making payment.  A bona fide signature will be required for all cash payments; facsimile signatures are not acceptable.  Vouchers must be completed in English.



(7)  Safeguard paid vouchers in the same manner as cash.



(8)  Do not place funds in a bank in any type of account unless prior approval of the DMPO/FO/DCD is received.


    (9)  Ensure that all expenditures have been approved by the Ordering Officer prior to payment (see Appendix A for general guidelines and Appendix B for examples of authorized and unauthorized Purchases) and that the Ordering Officer has not exceeded the dollar limitation (usually not to exceed $2,500 for single purchases) set forth in his/her appointment letter.



(10)  Obtain receipts for expenditures and attach to the original SF 44 when required.



(11)  Ensure that goods or services have been received prior to making payment.  Advance payments are not authorized.



(12)  Upon termination of an exercise/operation, Paying Agents may make returns at DMPOs, USPFOs or the DCD.  A Paying Agent may make a return at anytime and at any location, however, it is preferred that the agent make the return to the location where the original advance was issued.  The Paying Agent must also return the total amount of the advance when the individual is transferred or relieved of Agent duties.  If an emergency situation arises, contact the applicable DMPO or DCD for further instructions.  Report to the DMPO within the specified time frame following termination of the exercise/operation for the purpose of clearing the account.  Do not depart on pass, leave, etc., until the account is properly cleared.

        (13)  Clear through their Resource Management Office with the Ordering Officer before bringing the appropriate paperwork to the IBO-C for clearance.  In order to clear the IBO-C, Paying Agents and Ordering Officers together must furnish copies of each SF 44, completely filled out to include the conversion rate, a copy of the DD Form 1081, a copy of the SF 215 showing the deposit of unused funds, and a copy of the Paying Agent and Ordering Officer Clearing and Reporting Form signed and dated in the appropriate space by Resource Management.  This form may be obtained from IBO-C.
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(14)  After clearing IBO-C, the Paying Agent and Ordering Officer will clear through the appropriate Finance Office using procedures discussed in this regulation.


f.  DMPO/DCD will:



(1)  Entrust funds to individuals properly appointed as Paying Agents.



(2)  Provide instructions on handling and safeguarding funds.



(3)  Establish suspense for return to the DMPO/DCD.



(4)  Clear the Paying Agent’s account when necessary documentation/funds are returned.



(5)  Ensure Agents are properly briefed on their responsibilities.

SECTION II 

Paying AGENT PROCEDURES

5.  DOCUMENTATION OF EXPENDITURES.  All payments made by the Paying Agent will be documented on a SF 44.  The Ordering Officer is responsible for preparation of the SF 44 in accordance with AFAR 13-505-3 and Local Instructions.  This FAR cite is in accordance with Army Federal Acquisition Regulation Supplement 1.602-2-91, Appointment of Ordering Officers.   


a.  The Paying Agent will review the SF 44 to ensure that:



(1)  All copies are legible and are signed by the Ordering Officer.



(2)  Items ordered are listed individually.  General descriptions (such as hardware) are not acceptable.  Seller’s invoice is attached to all copies of the SF 44.  (See Appendix A for general guidelines and Appendix B for examples of authorized and unauthorized purchases).



(3)  The Ordering Officer has not exceeded the dollar limitations (usually not to exceed $2,500 for single purchases) set forth in his appointment letter.



(4)  The services or goods have in fact been received.  No advance payments are authorized.


b.  The Paying Agent will date and insert the words paid in cash on copy 1 of the SF 44.  The seller must sign in the space provided on this form.  If the seller prefers to provide a commercial cash 
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receipt, attach it to Copy 1 and check the paid in cash block at the bottom of the form.


c.  Distribution of Copies:



(1)  Copy No. 1:  Provide to the vendor pay office (this is the invoice).  The vendor pay office will attach the computerized SF 1039.  

        (2)  Copy No. 2:  Give to the seller for use as a record of the purchase.



(3)  Copy No. 3:  This is the receiving and acceptance report   (see (a) & (b) below).

        (a)  For over-the-counter transactions, where delivery has been made, complete the receiving report section and forward this copy to the proper administrative office.



(b)  For transactions not completed over-the-counter, forward this copy to the location specified for delivery.  (Upon delivery, complete the receiving report section and forward to the proper administrative office).



(4)  Copy No. 4:  Retain in the book, unless otherwise instructed.

        (5)  Copy No. 5:  Used to obligate the purchase in the   accounting system.



(6)  Copy No. 6:  Ordering Officer retains for her/his records.

6.  TRANSMITTAL OF CASH.  When more time is required to personally turn in funds to the FO than the results would justify, taking into account the length of the journey and other factors, Paying Agent Officers may transmit cash to the DMPO/DCD by postal money order or cashier’s check, using registered mail, in accordance with DoD 7000.14-R, DoD Financial Management Regulation, Disbursing Policy and 

Procedures.  The fee for the postal money order or cashier’s check will be paid in cash at the time the voucher is signed by the postmaster or bank official and deducted from the amount of money which would otherwise be transmitted to the DMPO/DCD.  When this procedure is followed, the Paying Agent must immediately upon return to Fort Bragg, report to the Commander or Activity Director for review of expenditures.  The collection vouchers, when submitted to the DMPO/DCD, will reflect in total the amount of the postal money order or cashier’s check plus the amount expended for the fee.
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SECTION III  

ORDERING OFFICER PROCEDURES

7.  SCOPE AND LIMITATIONS OF AUTHORITY.  Letters of appointment will specifically set forth dollar limitations (not to exceed 

$2,500.00 for single purchases) and the general category of items authorized for purchase.  Items not falling within the scope and limitations stated in the letter of appointment are not authorized and shall not be purchased by the Ordering Officer.  The aggregate amount of a purchase transaction shall not exceed the monetary limitations specified in the letter of appointment.  Purchases may not be split to avoid this monetary limitation.  Items must be immediately available and one delivery and one payment made.  Purchase requirements exceeding the Ordering Officer’s authority must be submitted to the contracting officer at the nearest military installation or Fort Bragg for purchase.  (See Appendix A for general guidelines and Appendix B for examples of authorized and unauthorized purchases).

8.  DELEGATING AUTHORITY.  Ordering Officers are the only persons authorized to purchase items set forth in their letter of appointment.  They are solely responsible for obtaining prices and placing orders.  This authority CANNOT be redelegated.  They must personally contact vendors by phone, letter, or in person.  Prices shall be verified prior to receipt of items.  Ordering Officers shall not receipt for supplies/services.

9.  FUNDS.  No purchase shall be made until the Ordering Officer has a DA Form 3953 with adequate funds committed to make the authorized 

purchase.  Under no circumstances will the Ordering Officer exceed funds certified on DA Form 3953.  The fund manager (i.e., comptroller, budget officer, S4) will certify funds.

10.  FAIR AND REASONABLE PRICE.  It is the Ordering Officer’s responsibility to ensure that prices are fair and reasonable prior to 

placing order.  This can best be accomplished by competitive prices solicited from several vendors.

11.  COMPLIANCE WITH DOD 5500.7-R. (JOINT ETHICS REGULATION)

 a.  Ordering Officers are required to review DOD 5500.7-R.


 b.  The Ordering Officer will prepare a dated and signed memorandum containing the following statement at the time of appointment:  “I certify that I have read and understand the requirements of DOD 5500.7-R”.  

12.  PREPARATION OF SF 44.


 a.  Ordering Officers will execute a SF 44 in six copies.
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Entries will be typed or printed with indelible pencil or ballpoint pen.  (Instructions for using the SF 44 are printed on the form).


 b.  SF 44 will be distributed as outlined in Section II.


 c.  Ordering Officers shall ensure that all extensions are correct and totals verified.  Mathematical errors could result in Ordering Officer exceeding his/her monetary authority or funds allocated.

13.  RECORDS.


 a.  The Ordering Officer shall maintain a register on orders issued which shall be kept current.  The register shall contain columns for:



 (1)  Date of Order.



 (2)  Order Number.



 (3)  Vendor.



 (4)  Description of Items.



 (5)  Dollar amount of Order.



 (6)  Date Paid.


 b.  Copy 6 of the SF 44 will be retained by the Ordering Officer after clearing the disbursing branch.

(AFZA-IBO-RM/6-1712)

FOR THE COMMANDER:

                                 OFFICIAL:

                                 THOMAS R. TURNER

                                 Brigadier General, GS

    //s//                          Chief of Staff

CARL PRANTL, JR.

LTC, SC

Director, Information Technology 

  Business Center

DISTRIBUTION:

C, D, E

67-Defense Accounting Office, DFAS-IN/EM-FC-AD
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APPENDIX A

GUIDELINES FOR PROCUREMENT OF SUPPLIES AND SERVICES

A-1.  Authorized Procurement of Supplies and Services.


a.  Supplies.



(1)  Requisitions.  Supplies required for the conduct of an exercise will be requisitioned using normal supply channels, well in advance of the exercise.  This is to preclude the purchase of items readily available in the supply system.  Normally, a statement of non-availability will be obtained by the requester from the senior G4/Logistics representative prior to the exercise for those items to be purchased by Ordering Officers.



(2)  Emergency Supplies.  This category includes necessary items, the need for which could not be anticipated in sufficient time to requisition through normal supply channels.  Ordinarily the need for emergency supplies develops after the exercise is underway.  It is the Ordering Officer’s responsibility to justify all purchases (in writing) of emergency supplies.  Historically, emergency payments by Ordering Officers have caused more than their fair share of post-exercise problems and investigations.  Emergency purchases for supplies that are not listed in the letter of appointment as authorized must be: 



(a)  Closely scrutinized. 



(b)  Approved by the on-scene logistics/supply officer.  



(c)  Critical (not just useful) for mission accomplishment.   



(3)  Training Aids.  Procurement of training aids is limited to those requirements that develop after commencement of the exercise.  Items are usually restricted to those aids which add realism to the exercise and are not available through the supply system.  As with other supplies, foresight is to be used and training aids requisitioned in time to ensure receipt prior to the beginning of the exercise.



(4)  Training Rations.  When survival training is an inherent part of the exercise, the purchase of live animals, e.g., goats, chickens, swine, etc., is authorized.  When these live animals are procured in advance of expected consumption, purchase of food in sufficient quantities to ensure the animal’s health prior to slaughter is also authorized.



(5)  Rental of Civilian Vehicles excludes civilian vehicles owned by military officers and enlisted personnel.  During a training exercise, rental of commercial vehicles, if approved, is normally 
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authorized on an individual’s DD Form 1610 (Request and Authorization of TDY Travel of DOD personnel).  The individual may or may not be an 

Ordering Officer.  In case of emergencies or urgent operational requirements the Exercise Director on the scene may make a determination that renting a vehicle from a rental agency is an operational necessity.  For the purpose of this regulation an urgent operational requirement is defined as a situation of such urgency that there is insufficient time to telephone the Activity Director to request endorsement to appointment memorandum authorizing rental vehicle.  The Exercise Director (controller of exercise funds at the exercise site) making the decision to rent vehicles from a rental agency, must prepare and sign a letter of justification stating the facts pertaining to the situation, and attach it to the SF 44.  Only in a contingency environment will the Ordering Officer rent vehicles from other than a rental agency, e.g., use of a pickup truck rented from a private individual.  The Ordering Officer is expected to rent only those vehicles that are in good mechanical condition.  The Ordering Officer will be required to keep records of estimated mileage, number of days the vehicle was used, number of individuals transported, to substantiate the cost of the rented vehicle.



(6)  Rental of Safehouses/Shelter Areas.  When directed by the exercise director, rental of safehouses/shelter areas are authorized.  They may be rented for use as a base or for the purpose of protecting government property such as communications equipment.  Safehouses/shelter areas will not be rented for quartering officers and enlisted men; however, communicators will be permitted to remain with their equipment if instructed to do so by exercise director.



(7)  Payment of Taxes.  The United States is not liable for the payment of state or local taxes when the legal incidence 

of the tax is on the vendee, and generally such taxes are not authorized to be paid.  However, taxes of $10 or less may be paid if otherwise authorized.  If foreign taxes are required to be paid, the Ordering Officer will include them as an expense on the SF 44.


b.  Services.



(1)  Roadside Repairs of Military Vehicles.  Ordering Officers may authorize the repair of military vehicles when the charges do not exceed $50.  If repairs in excess of $50 are required, Ordering Officers will obtain a local repair estimate and telephone the vehicle deficiencies and repair estimates to the responsible military vehicle maintenance agent for servicing determination.



(2)  Developing Film.  Cost of developing film necessary for the success of the exercise is authorized.

        (3)  Camera Repairs.  Minor repair to cameras necessary for the success of the exercise is authorized.
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A-2.  Unauthorized Procurement of Supplies and Services.


a.  Supplies.



(1)  Rations and Subsistence.  Except as outlined in paragraph A-1.a.(4), Appendix A, no food of any kind will be purchased with OMA funds.



(2)  Clothing.  Purchase or laundering of personal clothing is not authorized, unless specifically authorized on the DA Form 3953 and quarter master laundry is not available.



(3)  Personal Comfort Items.  Items not absolutely necessary for the successful completion of the exercise are not authorized for payment.


b.  Services.



(1)  Medical and Dental Treatment.  Ordering Officers are not authorized to approve payment of medical or dental treatment or for any type medicine.  Such charges will be handled under the provisions of AR 40-3, Medical Services, 15 February 1985.



(2)  Telephone Bills.  If it is anticipated that official telephone calls will be made, the Exercise Director should contact the   Information Technology Business Center (ITBC) to inquire about usage of a credit card prior to commencement of the exercise.  For exercises conducted in the local Fort Bragg training area, the ITBC will install the necessary telephones.



(3)  Procurement of Intelligence Information.  The purchase of items such as flowers, gifts, or any other purchase to be used to gain intelligence from local population is not authorized.



(4)  Utility Bills.  Ordering Officers are not authorized to approve payment of utility bills.  Utility bills for exercises off Fort Bragg will be paid by the Commercial Accounts Section of the installation FO, utilizing exercise funds.  All utility bills during the conduct of exercises on Fort Bragg will be paid by the Public Works Business Center (PWBC).  The Exercise Director will submit requests for this purpose through the Activity Director to the PWBC prior to the beginning date of the exercise.
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APPENDIX B

EXAMPLES OF AUTHORIZED AND UNAUTHORIZED EXPENDITURES

(Note:  “Authorized Expenditures” must be directly related to mission accomplishment.)

AUTHORIZED EXPENDITURES


    UNAUTHORIZED EXPENDITURES
Transportation

Cars (rental)





      Passenger tickets on

Trucks (rental)




        commercial carriers

Snow Mobiles (rental)



      Rental of POV owned by

Boats (rental)





   military members

Airplanes (rental)

Local bus fares

Local taxi fares

Skis (rental)

Ski lift fees

Toll fees

POL for rented POVs

Rental of vehicles from rental agencies

Shelter

Safehouses






Shelter for quartering










  of military personnel

Food

Live animals for survival



All food and beverages

training and food for animals


  including:










Salt and Pepper









     
Fruit










Vegetables










Meat or poultry










Seasonings










Flour










Beer, Wine










Hard Liquor

Personal Conveniences

None







     
Toilet articles










Hunting horns










Thermos bottles










Frying pans










Kitchen utensils










Alarm clocks
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Personal clothing










Laundering of clothing










  unless specifically










  authorized

Miscellaneous

Supply items not available



Ammunition

  through supply channels



Items readily available

Film processing




       in supply channels

Training aid materials



Detonator caps

Special paper for PSYOP



Medical Treatment

  activities






Dental Treatment

Cloth for identity bands



Medicine

  and flags






Insurance

Small quantities of supplies


Intelligence

  such as nails, lumber and rope


Information

Sanitation items





Flowers

Small repairs of military vehicles

Picture Frames

Items needed to sterilize



Plaques

  clothing and equipment



Mementos

Postal money orders or cashiers


Training Certificates

  checks for transmittal of cash


TOE equipment

  to the FO






Construction
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APPENDIX C

SAMPLE APPOINTMENT MEMORANDUM FOR PAYING AGENTS

Office Symbol                                             Current Date

MEMORANDUM FOR JIMMY L. HELLER, DISBURSING OFFICER,

                 DIRECTORATE FOR CENTRALIZED DISBURSING 

SUBJECT:  Appointment as a Paying Agent

1.  I have appointed (Name, rank/grade, SSN) who is assigned to (unit/organization) located at (installation/activity) as a paying agent to Jimmy L. Heller, GS-15, Disbursing Officer, Directorate for Centralized Disbursing located at DFAS-Indianapolis Center, Disbursing Station Symbol Number (DSSN) 5570.

2.  The appointment authority is the Department of Defense Financial Management Regulation 7000-14-R, Volume 5, Chapter 2, 9 May 1996.

3.  Purpose:  (State the type payment the agent is authorized to make i.e.; cashing checks, converting currency, etc).  Also, include as a part of this paragraph, or as an attachment, the reasons other means of accomplishing the mission, to include the use of the IMPACT card, may not be accomplished by the DMPO.

4.  Period:  This appointment will begin on (date) and terminate (date).  (If the ending date cannot be determined, enter "indefinite" in lieu of an ending date). 

5.  The maximum amount of funds to be advanced for this mission is (enter the dollar amount and fund cite):  2162020 57-1106 P810000-9901 S31001 APC G16 CN 0324.

6.  Special instructions:  Funds will not be entrusted to others for any purpose.  Paying Agent will familiarize herself/himself with contents of Fort Bragg Regulation 37-2.  All public funds entrusted to agent officer will be properly protected at all times as provided in DOD 7000.14-R, DOD Financial Management Regulation, Disbursing Policy and Procedures.  Checks received from the FO, which have been drawn in the Agent’s favor, will be converted to cash only as required.  Paying Agents will turn in all accountable cash items to the DMPO/DCD, Finance Officer NLT five days following completion of training exercises/special project. 

7.  My designated agent (rank, full name) has assured me that he/she has read and understands the responsibilities and pecuniary liabilities associated with this appointment and has indicated this by signing the statement below.

                                         /S/

             




Applicable Cdr/Act Dir

                 


Signature Block
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[image: image1.wmf]STATEMENTS

OTHER ITEMS AS INDICATED IN THIS STATEMENT TO THE

ABOVE NAMED AS MY AGENT OFFICER.

ON ADVANCE: 

 I HAVE INTRUSTED FUNDS AND/OR

TRANSACTIONS

FUNDS AND/OR OTHER ITEMS AS INDICATED ABOVE.  I

HAVE ASSUMED PECUNIARY RESPONSIBILITY THEREFOR

I WILL NOTIFY THE DISBURSING OFFICER IMMEDIATELY 

UPON DISCOVERY OF ANY LOSS OR SHORTAGE, AND I

HAVE RECEIVED AND UNDERSTAND WRITTEN INSTRUCTIONS

CONCERNING MY DUTIES AND RESPONSIBILITIES AS AN

AGENT OFFICER

.

STATEMENT OF AGENT OFFICER'S ACCOUNT

12. TOTAL FUNDS IN HANDS OF AGENT OFFICER

DISBURSING OFFICER

DISBURSING OFFICER'S NAME, ADDRESS, DISBURSING STATION SYMBOL NO.

JIMMY L. HELLER, GS-15

DISBURSING OFFICER

DIRECTORATE FOR CENTRALIZED DISBURSING

INDIANAPOLIS, IN  46249-0801

DSSN:  5570

INCREASE

    

(Received by Agent)

  

TRANSACTIONS AFFECTING AGENT OFFICER'S ACCOUNT

AGENT OFFICER'S NAME, GRADE, SSN, UNIT ADDRESS

NAME (FIRST, MI, LAST)

GRADE        SSN

UNIT/ORGANIZATION

INSTALLATION

PHONE NUMBER

DATE

SIGNATURE OF AGENT OFFICER

ITEMS AS INDICATED ON THIS STATEMENT FROM THE ABOVE

NAMED AGENT OFFICER.

CORRECT.

DD FORM 1081, MAY 75

REPLACES EDITION OF DEC 57 WHICH IS OBSOLETE.

USAPPC V1.00

DATE

SIGNATURE OF DISBURSING OFFICER

DATE

SIGNATURE OF AGENT OFFICER

 

ON RETURN:

  I HAVE RECEIVED FUNDS AND/OR OTHER

 

ON ADVANCE:

  I, AS AGENT OFFICER, HAVE RECEIVED

 

ON RETURN:

  THE ABOVE STATEMENT OF ACCOUNT IS

DECREASE

  

(Turned in by Agent)

  

ENDING BALANCE

(In Agent's Account)

BEGINNING BALANCE

  

(In Agent's Account)

  

AGENT OFFICER

0.00

0.00

0.00

2. U.S. DOLLARS

3. FOREIGN CURRENCY

4. MILITARY PAYMENT CERTIFICATES

5. COLLECTIONS

6. DEPOSITS

7. NEGOTIABLE INSTRUMENTS:

   A. TREASURY CHECKS

   B. MILITARY PAYMENT ORDERS

   C. OTHER  

(Specify)

  

8. PAID VOUCHERS

9. INCORRECT VOUCHERS RETURNED

10. 

11. 

1. BALANCE FORWARD

0.00

0.00

0.00

(Include ZIP Code/APO number and Telephone number.)

SIGNATURE OF DISBURSING OFFICER

DATE

a

b

c

d

e

[image: image2.wmf]STATEMENTS

OTHER ITEMS AS INDICATED IN THIS STATEMENT TO THE

ABOVE NAMED AS MY AGENT OFFICER.

ON ADVANCE: 

 I HAVE INTRUSTED FUNDS AND/OR

TRANSACTIONS

FUNDS AND/OR OTHER ITEMS AS INDICATED ABOVE.  I

HAVE ASSUMED PECUNIARY RESPONSIBILITY THEREFOR

I WILL NOTIFY THE DISBURSING OFFICER IMMEDIATELY 

UPON DISCOVERY OF ANY LOSS OR SHORTAGE, AND I

HAVE RECEIVED AND UNDERSTAND WRITTEN INSTRUCTIONS

CONCERNING MY DUTIES AND RESPONSIBILITIES AS AN

AGENT OFFICER

.

STATEMENT OF AGENT OFFICER'S ACCOUNT

12. TOTAL FUNDS IN HANDS OF AGENT OFFICER

DISBURSING OFFICER

DISBURSING OFFICER'S NAME, ADDRESS, DISBURSING STATION SYMBOL NO.

JIMMY L. HELLER, GS-15

DISBURSING OFFICER

DIRECTORATE FOR CENTRALIZED DISBURSING

INDIANAPOLIS, IN  46249-0801

DSSN:  5570

INCREASE

    

(Received by Agent)

  

TRANSACTIONS AFFECTING AGENT OFFICER'S ACCOUNT

AGENT OFFICER'S NAME, GRADE, SSN, UNIT ADDRESS

NAME (FIRST, MI, LAST)

GRADE        SSN

UNIT/ORGANIZATION

INSTALLATION

PHONE NUMBER

DATE

SIGNATURE OF AGENT OFFICER

ITEMS AS INDICATED ON THIS STATEMENT FROM THE ABOVE

NAMED AGENT OFFICER.

CORRECT.

DD FORM 1081, MAY 75

REPLACES EDITION OF DEC 57 WHICH IS OBSOLETE.

USAPPC V1.00

DATE

SIGNATURE OF DISBURSING OFFICER

DATE

SIGNATURE OF AGENT OFFICER

 

ON RETURN:

  I HAVE RECEIVED FUNDS AND/OR OTHER

 

ON ADVANCE:

  I, AS AGENT OFFICER, HAVE RECEIVED

 

ON RETURN:

  THE ABOVE STATEMENT OF ACCOUNT IS

DECREASE

  

(Turned in by Agent)

  

ENDING BALANCE

(In Agent's Account)

BEGINNING BALANCE

  

(In Agent's Account)

  

AGENT OFFICER

0.00

0.00

0.00

2. U.S. DOLLARS

3. FOREIGN CURRENCY

4. MILITARY PAYMENT CERTIFICATES

5. COLLECTIONS

6. DEPOSITS

7. NEGOTIABLE INSTRUMENTS:

   A. TREASURY CHECKS

   B. MILITARY PAYMENT ORDERS

   C. OTHER  

(Specify)

  

8. PAID VOUCHERS

9. INCORRECT VOUCHERS RETURNED

10. 

11. 

1. BALANCE FORWARD

0.00

0.00

0.00

(Include ZIP Code/APO number and Telephone number.)

SIGNATURE OF DISBURSING OFFICER

DATE

a

b

c

d

e

I acknowledge that I am strictly liable to the United States for all public funds under my control.  I have been counseled as to the pecuniary liability and have been provided written operating instructions by the Disbursing Officer, I may be contacted at telephone number                   , E-mail address               or postal address                                                     .
                                      /S/

                                 Paying Agent

                                 Signature Block
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APPENDIX D

  Sample request for appointment of Ordering Officer

Office Symbol                                             Current Date  

MEMORANDUM FOR IBO-C, ATTN:  Support Division, XVIII Airborne Corps

                 and Fort Bragg, North Carolina  28310

SUBJECT:  Request for Appointment of Ordering Officer

1.  Request (1) __________________, be appointed as an Ordering Officer for the purpose of procuring the following supplies and services in support of (2) _________________________________.

     ITEM                                  DOLLAR LIMIT

2.  The above items cannot be obtained through local supply/ procurement channels due to (3) ____________________________.

3.  The procedures to be used to determine Local Purchase Authority are (4) ________________________________________.

4.  Period of appointment will be (5) _______________________.

                                           /S/

                                  Applicable Cdr/ACT Dir

                                  Signature Block

NOTES:

(1)  Rank, Name, SSN, Unit

(2)  Brief description and location

(3)  Brief explanation

(4)  Define proper procedures

(5)  Inclusive dates of appointment
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APPENDIX E

  Sample Appointment Memorandum for an Ordering Officer

Office Symbol                                             Current Date

MEMORANDUM FOR (APPLICABLE COMMANDER/ACTIVITY DIRECTOR)

SUBJECT:  Appointment of Ordering Officer

1.  Appointment.  Under AFARS 1.602-2-91, you are appointed as an Ordering officer for the purposes set forth in paragraph 2.  Your appointment shall become effective (day/month year) and shall remain  effective through (day/month/year), unless sooner revoked, or until you are reassigned or employment is terminated.  You are responsible to and are under the technical supervision of the Installation Business Office-Contracting, Fort Bragg, North Carolina 28310, for your actions as an Ordering Officer.

2.  Authority, Limitations and Requirements.  Your appointment is subject to the use of the following limitations, method of purchase and requirements as stated below:

    a.  Subject to your ensuring that funds are available and that local purchase authority exists for the transaction, you may make purchases restricted to:

       Emergency rental equipment

       Emergency POL

       Emergency Repair Parts

       Emergency Medical Supplies

In support of the _____________________ for Operation _______________, while away from Fort Bragg, Using SF 44, Purchase Order-Invoice-Voucher, provided all of the following conditions are satisfied:

        (1) The aggregate amount of the purchase transaction is not in excess of $2,500.  You may not split purchases to avoid this monetary limitation

        (2) Supplies or non-personal services are immediately available.

        (3) One delivery and one payment shall be made.

    b.  The authority granted in this appointment may not be  delegated to any other person.
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c.  It is determined that this appointment is essential for the efficient operation of the contracting mission.

3.  Standards of Conduct and Acquisition Reporting requirements.

    a.  You shall comply with the standards of conduct as prescribed in DOD 5500.7-R.

    b.  You shall furnish the Installation Business Office-Contracting, Fort Bragg, NC 28310, to whom you are responsible, such information as may be required for contracting action reporting purposes in the manner and time specified.

4.  Termination of Appointment:

    a.  Your appointment may be revoked at any time by the undersigned and shall be automatically terminated (day/month/year).

    b.  Should you be reassigned from your present position or separated from Government service while this appointment is in effect, you shall promptly notify the appointing authority in writing.

5.  Acknowledgement of Receipt.  You are required to acknowledge receipt of this appointment.  Your signature also serves as certification that you have read and understand the contents of DoD 5500.7-R.  The original copy of this appointment should be retained for your file.

                                            /S/

                                   Director,IBO-C

Receipt of this appointment is acknowledged.

NAME:  (Type or Print Name)   SIGNATURE:  ____________________________

TITLE:  ___________________   DATE:  _________________________________

RANK/GRADE:  ______________   TELEPHONE:______________________________
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