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Thisletter of Ingtruction (LOI) provides guidance for tactical unit Ordering
This letter of Ingruction (LOI) provides guidance for dl individuds performing Ordering
Officer duties on exercises or contingency operations.

Higtorically, the process of getting Ordering Officers appointed before deploying on a
training exercise or contingency mission was alast minute congderation by units. Consequently,
Ordering Officers were gppointed with little or no formd training, thus leaving the gppointing
authority, using unit, and individua open for datutory repercussons.

To dleviate this problem, this program was developed to designate, train, and maintain
Ordering Officers. It is managed by the Divison Contracting Officer. As the 101t Airborne
Divison (Air Assault) is the largest tacticd unit, the program was designated the Divison
Ordering Officer Network (DIVORDNET). Because the 5th SFG(A) and the 160th SOAR
receive Ordering Officer gppointments from the Directorate of Contracting (DOC), they are
included in the LOI and will be referred to as Other Tacticad Units.  All tactical Ordering
Officers, regardless of unit of assgnment, should use this LOI as a guide to their duties.
Ordering Officers should aways follow the SOP of the contracting activity that gppoints them.
In some contingencies, the XVI1I1 Airborne Corps or a Theater Contracting Office may appoint
Ordering Officers, in which case those e ements would provide the oversight and guidance.

All unitgactivities are to review the possibility of obtaining GPC VISA credit cards to
augment or to use in lieu of SF 44's higtoricaly used by Ordering Officers. Credit cards are an
additiona tool for use by DIVORDNET and other appointed Ordering Officers. GPC VISA
credit cards are more widdy accepted, provide additiond flexibility, and require less
adminigration than SF 44's.

| hope your duties as an Ordering Officer provide your unit an invauable combat
multiplier and are dso persondly and professondly rewarding.

AIRASSAULT!

Original Sgned
LESLIE H. CARROLL
Director of Contracting
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DIRECTORATE OF CONTRACTING
BUILDING 2174
FORT CAMPBELL, KENTUCKY 42223-5358

Letter of Instruction No. 01- 1
SUBJECT: Ordering Officer Procedures

MEMORANDUM FOR Divison Ordering Officers and Other Tactica Unit Ordering
Officers

1. GENERAL.

a Purpose. Thisletter of ingtruction prescribes policies and procedures for DIVORDNET
Ordering Officers and selected tenant tactical units, specificaly the 5th SFG(A) and the 160th
SOAR. Fort Campbell’s Directorate of Contracting appoints the aforementioned Ordering
Officers.

b. Applicability. There are four categories of Ordering Officers appointed a Fort
Campbel. This LOI pertains only to Divison Ordering Officers and Other Tactica Unit
Ordering Officers. The other two categories are listed for information purposes only.

(1) Divison Divison Ordering Officers maintain an inactive satus until deployed.
Ordering Officers work in conjunction with the Divison Contracting Officer (DKO) to provide
acquisition support during deployment when contracting support is not available from other
sources supporting that particular area.

(2) Other Tecticd Units. Non-divisond and divisond tactical units assgned to Fort
Campbell, eg., the 5th SFG(A) and the 160th SOAR are required to support speciad missons
and exercises where Divison Ordering Officers would not be used or would be unable to
participate. These units are not part of the forma DIVORDNET program. However, these
units attend scheduled Ordering Officer training and utilize this LOI for procedura guidance.
Appointed Ordering Officers assigned to these units may fill either active or inactive positions.

(3) Tenant (Non-tacticd) Unitg/Activities.  Non-divisonad/non-tactica  activities
assgned to Fort Campbell (e.g., BACH, etc.). Ordering Officers assgned to these activities
are gppointed on either temporary or permanent orders.

(4) Sadlite activities. Personnd assigned to organizations not physically located on
Fort Campbell, but are desgnated to receive contracting support from the DOC through
Interservice Support Agreements (ISSA), (eg., ROTC, USAR MEPS, etc.).




2. DEFINITIONS.

a. Adivelnactive datus. Ordering Officer gppointments require nominated individuas
attend training presented by the DOC. Personnd are consdered trained for one calendar year
upon completion of training. Recertification is required annudly. Active status begins en route
to misson location, once away from home dation and other means of contracting support.
Active gatus ends upon return to home station. Personnd completing the training are classified
asfollows

(1) DIVORDNET Personnd. Maintain an “inactive’ gtatus until the DOC receives
natification from the unit commander requesting they be activated (See Annex E, Figure 1).
Upon natification, the DOC issues gppointment orders that provide ingructions for their
Ordering Officer duties. Appointment orders are vaid only for specificaly designated dates and
missons.

(2) Other Tactica Unit Personnel. These Ordering Officers can be on ether “active’
or “inactive’ gatus, depending on how they are nominated. “Active’ atus individuas receive
gppointment orders upon completion of the training. The appointment orders provide specific
indructions regarding duties and termination. Individuals designated as “inactiveé’ maintain that
gatus until the unit commander requests DOC to ether activate or terminate the orders.

b. Commitment (Funds). A reservation of funds based on firm procurement directives,
orders, or request that authorizes the creation of an obligation. A Resource Manager/Divison
Comptraller normaly performs this function.

c. Contract. A mutudly binding lega relaionship obligating the sdller to furnish supplies or
sarvices (including congruction) and the buyer to pay for them. It includes al types of
commitments that obligate the Government to an expenditure of gppropriated funds and that,
except as otherwise authorized, arein writing.

d. Contracting Officer (KO). A person with the authority to enter into, administer, and
terminate contracts.  Prior to agppointment, individuds must meet minimum education and
experience requirements. The Contracting Officer dollar limitations are so noted on the
Certificate of Appointment, SF 1402.

e. Divison Contracting Officer (DKQO). The principd advisor to the Commanding Generd
for contracting during training exercises and contingency missons. The DKO's peacetime duty
is in the Directorate of Contracting. When deployed, the DKO coordinates acquisitions with
the DMMC and G4 and provides technicd supervison for Ordering Officer activities.
Acquisition requests exceeding Ordering Officer’s dollar limitation are passed to the DKO via
the G4.




f. Forms. See Annex E for samples.

(1) DA Form 3953 - A purchase request and commitment document (PR&C). Units
use this form to request acquisition of specific supplies, services, or congruction. It isaso used
to provide funding for Ordering and Contracting Officers. The backside of this form is used by
Ordering Officersto report SF 44 transactions.

(2) Standard Form 44 - A preprinted, carbon interleaved form (four copies per set),
that provides in one document a purchase or ddivery order, a recelving report, a property
voucher and a payment voucher. It is a pocket-size purchase order form designed primarily for
on-the-spot, over-the-counter purchases of supplies and nonpersona services while away from
the contracting office or at isolated locations. The SF 44 is authorized only when the supplies or
sarvices aeimmediatdy available and only one delivery and one payment are made.

g. Improper Procurement. Only Contracting Officers and duly appointed Ordering Officers
acting within their scope of authority may legdly obligate the Government.  Unauthorized
commitments must be settled by the individud making the commitment (i.e. settled in the Civil
Court System, processed by the Generad Accounting Office (GAO), or processed by using
ratification procedures).

h. Locd Purchase. Authorized purchase of supplies requested by a unit for its own use or
for issue to a supported activity in lieu of requisitioning through the norma supply digtribution
system (Ref AR 710-2, DA Pam 710-2).

i. Market Research. Coallection and andyzing informetion about cgpabilities within the
market to satisfy agency needs.

j. Ordering Officer. A military or DOD civilian employee authorized by appointment |etter
to make small purchases not to exceed $2,500.00 of supplies and nonpersona services. In the
case of Fort Campbell, the Directorate of Contracting (DOC) is the appointing authority for
Ordering Officers.  Individuds appointed must be fully qudified and have sufficient time
available to act as an Ordering Officer. Ordering Officer should have at least Sx months
retainability.

k. Obligation (Funds). Legdly binds the Government to make payment. Duly appointed
Government representatives (i.e., Contracting and Ordering Officers only) perform this function.
Obligations in excess of available funds is an Anti-Deficiency Act violation and individuds may
be fined not more than $5,000 or imprisoned or imprisoned for not more than 2 years, or both,
per 31, U.S.C. 1350 and 1519.



|. Paying Agent. Commissioned Officer, Warrant Officer, or Staff Sergeant and above
gppointed as an agent of the Defense Accounting Office (DAO) for the purpose of making
payments as specified in the gppointment orders. Paying Agents may service multiple Ordering
Officers. Paying Agents cannot function, however, as an Ordering Officer Smultaneoudy, either
for himsdf, or for others. Paying agent should be senior in rank to Ordering Officer.

m. Raiification The act of approving an improper procurement by an officid who has the
authority to do 0. This process involves, as a minimum, the satements by the individua making
commitment and his supervisor, faceto-face interview with firg full Colond in chain of
command, SJA, and DOC Director and Contracting Officer. Dependent upon dollar vaue of
unauthorized commitment, process could dso involve the Garrison Commander, gppropriate
Commanding Generd of unit/activity, and Commanding Generd, Forces Command.

n. Recaving Officer. A military or DOD civilian employee from the requiring activity,
normaly in a pogtion to verify receipt of supplies or services. Thisindividud does not have to
be on orders. A receiving officer may not be an Ordering Officer or a Class A agent at the
sametime.

0. Split Purchases. An unauthorized technique of bresking down a single requirement in
excess of $2,500 into two or more separate purchases in order to avoid the single purchase
monetary limitation of $2,500.

p. Vendor. A commercid business activity offering supplies and/or services to the open
market and Government.

3. POLICIES.

a The Director of Contracting (DOC) is the single authority for appointing Ordering
Officersin support of Fort Campbdl| or satellite units for contracting support. Appointments are
limited to areas where Ordering Officer authority is misson essentid. Ordering Officers shdl
not be used to decentrdize the contracting misson. Ordering Officers will not make purchases
a or aound Ft. Campbel or in an area where contracting support is provided by the
Government within a reasonable distance.

b. Ordering Officer authority and responsbilities shdl not be delegated. Ordering Officers
will sgn dl documents with the same name that appears in their gppointment letter with the title
“Ordering Officer”. No one will sgn for an Ordering Officer nor will such titles as “ substitute”’
be used.

c. Ordering Officers may be appointed for the purpose of purchasing supplies and/or
services for which the normal procurement process would endanger mission accomplishment.



Norma operating supplies or services for which thereis aregular known need do not fal under
this category. Ordering Officers who use ther authority to circumvent established logigtica
systems may have their gppointments terminated.

d. Ordering Officers will not make purchases from individuals who are employed by the
Government or from a company with which the Ordering Officer or his asociates have a
persond interest or equity. The DOC or DOD contracting authority shal be notified for
goprovd if thisis the only source of supply avallable.

e. Ordering Officers are not authorized to purchase supplies or services available from
Federa Supply Schedule Contracts unless specified in the appointment orders. Purchase of
these items, when not available by requigition, is restricted to the Contracting Office. ANNEX
D lists examples of authorized and unauthorized supplies and services.

f. Ordering Officers must be aware that Sgning an SF 44 is an assurance that the acquisition
isin compliance with al regulations and that loca purchase authority has been gpproved.

g. Ordering Officers must be aware that an item authorized by a TDA or other
publication is not necessarily authorized for local purchase. Items, which are not
utilized in direct support of the activity for which the Ordering Officer was appointed,
may not be purchased. Purchasing items or contracting for services, other than those
authorized, isnot legal and the Ordering Officer may be held pecuniarily liable.

h. The SF 44 is a direct draft upon the US Treasury and may be accepted by vendors
without further proof of authority to execute. Therefore, the Ordering Officer must safeguard dl
SF 44s or risk being held accountable for those forms presented for payment over the sgnature
of someone other than the Ordering Officer.

4. PROCEDURES.

a. Prepare the SF 44 1AW with ANNEX B.

b. Ordering Officers should contact the gppointing office regarding questions in the
acquisition of supplies and services not addressed by their initid ingtructions. Fort Campbdll
point of contact isthe DOC Contingency Contracting Office, DSN 635, Comm (270) 798-
7823/ 7562/ 7561 / 7851.

c. Clearing/Terminating.

1. Within five days of misson completion, Ordering Officerswill bring the following
documentsto the DOC to clear: Copy four of the SF 44, Completed backside of the DA 3953

(Fig 4), Commander’ s purchase gpprova memo (Fig 10), SF 215 for unexpended funds,
purchase receipts, and unused SF 44's.
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2. Commanders memo will contain the following information:
(@ One memo coversdl purchases
(b) Signed by Company Commander
() Memo dtates“| have reviewed all SF44' s completed by (Ordering
Officer’srank and name), from (Day/Month/Y ear) to (Day/Month/Y ear)
and gpprove them as misson essentia, and will ensure dl durable/non-expendable items are
added to my property books.”
5. REFERENCES.
a. Federd Acquisgtion Regulation (FAR).
b. Department of Defense FAR Supplement (DFARS).
c. Army FAR Supplement (AFARS) Manua No.2, Contingency Contracting
d. FORSCOM FAR Supplement (NOV 1999)
e. DOD 5500.7-R, Joint Ethics Regulation.(OCT 1990)
f. AR 710-2, Supply Policy Below the Wholesdle Leve. (OCT 1997)
g. FORSCOM Reg. 715-1, FORSCOM Acquisition Instructions.

h. CAM Reg. 37-3, Paying Agent and Ordering Officer Procedures During Contingency
Operations and Training Exercises.

i. Joint Federd Travel Regulation (OCT 2001)
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ANNEX A (Excerpt from DOD 5500.7-R) to LOI No. 01-1, Division Ordering Officer
Network

Executive Order 12674 of April 12, 1989 (as modified by E.O. 12731)

PRINCIPLES OF ETHICAL CONDUCT FOR GOVENMENT OFFICERS AND
EMPLOYEES

"By virtue of the authority vested in me as President by the Condtitution and the laws of the
United States of America, and in order to establish fair and exacting standards of ethical
conduct for al executive branch employees, it is hereby ordered asfollows

Part | Principles of Ethica Conduct

Section 101. Principles of Ethical Conduct. To ensure that every citizen can have complete
confidence in the integrity of the Federal Government, each Federd employee shal respect and
adhere to the fundamentd principles of ethica service asimplemented in regulations
promulgated under sections 201 and 301 of this order:

(& Public serviceisa public trugt. requiring employeesto place loydty to the
Condtitution, the laws, and ethica principles above private gain.

(b) Employees shdl not hold financid interests that conflict with the conscientious
performance of duty.

(c) Employees shdl not engage in financid transactions using nonpublic Government
information or alow the improper use of such information to further any private interest.

(d) An employee shdl not, except pursuant to such reasonable exceptions as are
provided by regulation, solicit or accept any gift or other item of monetary vadue from any
person or entity seeking officid action from. doing business with, or conducting activities
regulated by the employed's agency, or whose interests may be substantialy affected by the
performance or nonperformance of the employee's duties.

(e) Employees shdl put forth honest effort in the performance of their duties.

(f) Employees shdl make no unauthorized commitments or promises of any kind
purporting to bind the Government.

(9) Employees shdl not use public office for private gain.
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(h) Employees shdl act impartidly and not give preferentid trestment to any private
organization or individud.

ANNEX A (Excerpt from DOD 5500.7-R) to LOI No. 01-1, Division Ordering Officer
Network

(i) Employees shdl protect and conserve Federd property and shdl not use it for other
than authorized activities.

(j) Employees shdl not engage in outside employment or activities, including seeking or
negotiating for employment, that conflict with officia Government duties and responsibilities.

(k) Employees shdl disclose waste, fraud, abuse, and corruption to appropriate
authorities.

(1) Employees shdl stisfy In good faith their obligations as citizens, including dl just
financid obligations, especidly those such as Federd, State, or locdl taxes-that are imposed by
law.

(m) Employees shdl adhereto al laws and regulations that provide equd opportunity
for dl Americans regardless of race, color, rdigion, sex, nationd origin, age, or handicap.

(n) Employees shdl endeavor to avoid any actions creeting the appearance that they are
violaing the law or the ethicad standards promulgated pursuant to this order.
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ANNEX B (SF 44 Preparation) to LOI No. 01-1, Divison Ordering Officer Network

STANDARD FORM 44 PREPARATION

Para (1) through (19) correspond with those in Figure 1, page E-1.

(1) DATE OF ORDER - Enter the date prepared. Date cannot be later than the
delivery or invoice date.

(2) ORDER NUMBER - DAKF23-(FY)-(Prefix)-(Consecutive Number)

DAKF23- Fort Campbell’ s designation.

(FY)- Fisca Year of Purchase (two digits)

(Prefix)- Ordering Officer’ sfirs and last initids (two
|etters)

(Consecutive Number) Beginning with 0001 and increasing with
each purchase (four digits)

EXAMPLE: The fird order executed in FY 00 by SFC Kenneth Gilchrist, would be
congtructed as follows: DAKF23-00-KG-0001

(33 NAME AND ADDRESS OF SELLER - Ensure name and address of sdler is
legible and includes proper zip code.

(4) FURNISH SUPPLIES OR SERVICES TO - Enter complete name and address of
unit receiving supplies and/or services.

(5) SUPPLIES OR SERVICES - Items ordered will be individuadly listed and include
aufficient nomenclature of supplies/'services for proper identification. If the form is not sufficient
to lig al items, additiona items may be continued on a separate SF 44. A sdler’s invoice may
be attached to the SF 44. If this procedure is used, the invoice must include quantity, item, and
unit price. The totd of the invoice is transcribed to the SF 44 and the sdller Sgns both the
attached invoice and the SF 44.

(6) Through (9) QUANTITY, UNIT PRICE, AMOUNT - Sdf explanatory; however,
extreme care must be taken to ensure information is recorded, and totaled correctly. Quantity
times unit price should dways equa amount. Prices must bein US Dollars. If converting from
aforeign currency, show exchange rate on SF 44.
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ANNEX B (SF 44 Preparation) to LOI No. 01-1, Division Ordering Officer Network

(10) AGENCY - Enter: “DFAS’, followed by the name and address of the ingtdlation
providing financid payment support. For Ordering Officers utilizing Fort Campbell DAO, the
addressis. DFAS Rome, 325 Brooks Road, Rome, NY 13441.

(11) DISCOUNT TERMS - Ordering Officers should obtain discount terms to the
maximum extent possible. Didribution of SF 44 with discount offered for payment in less than
30 days must be expedited to avoid loss of discount.

(12) DATE INVOICE RECEIVED - LEAVE BLANK. (NOTE: Invoice is not
required where the sdler has Sgned in the Sdller’ s block).

(13) ORDERED BY - Ordering Officer’s sgnature and title (Ordering Officer). SF 44
copies #1 and #3 mug be origind sgnature. If the dternate Ordering Officer, acting in the
absence of the Ordering Officer makes the purchase, the title is the same “ Ordering Officer”.

(14) PURPOSE AND ACCOUNTING DATA - Enter full accounting classfication
(obtained from DA Form 3953).

(15) through (17) RECEIVED BY - Signature and title of authorized person receiving
or picking up the items. SF 44 copies #1 and #3 must have origind sgnature. The receiver
must be an individud other than the Ordering Officer.

(18) SELLER - Signature of seller and date of purchase, SF 44 copies #1 and #3 must
be origind sgnature. If the supplier is pad at the time of ddivery, check the box “Payment
Recaived’. If the supplier is NOT pad a the time of ddivery, check the box “Payment
Requested”.

(19) The remaining portion of the SF 44 is reserved for use by the Paying Agent and
finance and accounting office.

NOTE: Record each purchase on the reverse sde of DA Form 3953, to include the date,
number, and dollar amount of the transaction. Deduct the amount from the “unobligated
balance’ and bring forward the new balance. Additiond funds issued to the Ordering Officer
on DA Form 3953 will be credited as a“depogt” and filed behind the initid Form 3953.
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ANNEX C (SF 44 Digribution) to LOI No. 01-1, Divison Ordering Officer Network

DISTRIBUTION OF STANDARD FORM 44

COPIES/COLOR

(1) WHITE

(2) BLUE

(3) PINK

(4) GREEN

ACTION

To Paying Agent who in turn will
provideto DFAS

To Sdler (retains for record)

To Division Comptroller/ Resource
Manager or Contracting Officer

Retained by Ordering Officer in the
file (provide to DOC upon return to
Ft Campbdll)

NOTE: If Paying Agent is not available then copy (1) one will be forwarded to the servicing

DFAS as expeditioudy as possible.
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ANNEX D (Examples of Authorized and Unauthorized Purchases) to LOI No. 01-1, Division
Ordering Network

AUTHORIZED PURCHASES UNAUTHORIZED PURCHASES

--TRANSPORTATION--

Cars (rentd, civ POV) Passenger tickets on commercid
cariers
Trucks (rentd, civ POV) Rentd of POV owned by military
members
Boats (rentd)
Locd busfares
Locd taxi fares
Tall fees
POL for rented vehicles
--FOOD--
Live animasfor surviva All foods, beverages and traning
and food for live animds condiments, indluding:
Salt and Pepper
Fruit
Vegetables
Meat & Poultry
Seasonings
Hour
Beer and Wine
Hard Liquor

--PERSONAL CONVENIENCES--

None Toilet articles
Thermos bottles
Frying pans
Kitchen utendls
Alarm clocks
Persona Clothing
Laundering of dothing
Haircuts
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ANNEX D (Examples of Authorized and Unauthorized Purchases) to LOI No. 01-1, Division
Ordering Officer Network

AUTHORIZED PURCHASES UNAUTHORIZED PURCHASES
--MISCELLANEQUS--

Supply items not available Ammunition

through supply channds Items reedily available
HIm processng in supply system
Training ad materids Detonator caps
Specia paper for PSY OPS activities Medica service
Cloth for identity bands and flags Dentd service
Small quantities of supplies such as Prescription Medicine

nails, lumber and rope Insurance

Sanitation items

Intelligence information

Smadl emergency repairs of military Flowers
vehicles Congtruction
Items needed to “ Seilize’ clothing Picture frames
and equipment Pagues
Postd money orders or cashiers Trophies
checksfor trangmittal of money Mementos
to DAO Training certificates
Printing
Duplicating & Book binding
TOE equipment
Teephonehills
Furniture
Subscriptions
Carpets
Office Machines

SPECIAL ITEMS OF INTEREST:

1. Rentd of Civilian Vehides. The Divison Chief of Staff or his designated representetive isthe
goprova authority for dl trangportation requests during deployment. During atraining exercise, rentd of
commercid vehicles, if approved, is normadly authorized on individud travel orders (DD Form 1610).
Theindividuad may or may not be an Ordering Officer.

2. Roadsde Repars of Military Vehides. 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 locd repar estimates to the respongble military vehicle maintenance
agency for servicing determination.
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ANNEX D (Examples of Authorized and Unauthorized Purchases) to LOI No. 01-1, Division
Ordering Officer Network

3. Rations and Subsistence. The divison Chief of Staff or his designated representetive is the
gpprova authority for rations and subsistence requests. Subsistence is not authorized for purchase
with OMA funds. AR 30-1 and DFAS REG 37-1 provide guidance.

4. Laundry. Ordering Officers are not authorized to gpprove payment for laundry services.
IAW Joint Federd Travel Regulaion (JFTR), the cost for laundry, dry cleaning, and/or pressng of
clothing is not a separately reimbursable travel expense for travel OCONUS and is included as an
incidental expense within the per diem authorized for travel OCONUS. Laundry is authorized only if
not receiving per diem, the military can not render service, the right color of money is avallable, and the
Cdr authorizesit.

5. Medicd and Dentd Trestment. Ordering Officers are not authorized to approve payment of
medicd and/or dental treatment or any type medicine. Such charges will be settled in accordance with
AR 40-3, Medicd Services. The only condition where this type of purchase is authorized isif the right
type of money is available (determined in advance by comptroller), and a US Army medicd doctor
authorizes and supervises the purchase.

6. Tedephone Bills. If travel orders sate officid cdls authorized, clam on travel settlement
voucher. For cdlular phone bills CONUS, services should be procured through pre-existing contract
between the DOC and Cingular Wirdless, with units utilizing the GPC to purchase. Cdlular phone
service OCONUS is authorized if misson essentid, the locd commander authorizes it, and if local
purchase authority exigts.

7. Procurement of Intelligence Information.  The purchase of items such as flowers, gifts, or
other purchases for the purpose of obtaining intelligence from loca population is not authorized.

8. Supply items authorized for locd purchase are coded K or L in the Federd Logistics
(FEDLOG) under the columnar heading (AAC) Acquisition Advice Code. See supply support activity.

9. Utilities (gas, water, eectricity, Seam, sewage). The acquistion is subject to gpprova by
the Army Power Procurement Officid or equivaent, and coordination with the GSA in accordance with
AR 420-21 and AFARS Supplement Number 5.

10. Federd Government persond service contracts are illegal; consequently, Ordering Officers
are only authorized to purchase nonpersond services. Persona services are distinguishable by how the
person(s) performing the service is supervised. The generd ruleisif government personnel supervise, or
appear to supervise the person(s) performing the service, it is a persona services contract.
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Figure 1 (Request for Ordering Officer Appointment) to ANNEX E (Forms and Letters)
to LOI No. 01-1, Ordering Officer Network

Letterhead

Office Symbol (AFZB- ) Date
MEMORANDUM FOR: Each Activity hastheir own routing, usudly through $4, and
Comptroller, to Directorate of Contracting, AFZB-DOC-S, Bldg 2172, 13 %2 Street, Fort
Campbell, Kentucky 42223-5358.

SUBJECT: Request For Ordering Officer Appointment

1. Request the following personne be appointed as Ordering Officers from (date to date) for
exercise (exercise name).

RANK NAME SSN UNIT
2. The paying agent supporting this Ordering Officer:
RANK NAME SSN UNIT
3. Thefollowing documents are attached:
a. DA Form 3953
b. DD577 Signature Card for both the Ordering Officer and paying agent.
c. Copy of memorandum requesting gppointment of Paying/Class A Agent in support of
this Ordering Officer.

4. 1 will ensureloca purchase authority is received from the Property Book Officer for any
purchase made by this Ordering Officer.

5. 1 will ensure this Ordering Officer reports dl purchases to your office monthly on aDD 1057
Feeder Report.

6. | understand only awarranted contracting officer can terminate the gppointment of this
Ordering Officer.

7. POC isthe undersigned, Phone #.



CO CDR Signature Block



Figure 2 (DD 577 Signature Card) to ANNEX E (Forms and Letters) to LOI No. 01-1,
Ordering Officer Network

+ i

1. NAME (Type or print} 2. PAY GRADE | 3. DATE

4. OFFICIAL ADDRESS

5. SIGNATURE

6. TYPE OF DOCUMENT OR PURPOSE FOR WHICH AUTHORIZED

THE ABOVE IS THE SIGNATURE OF THE AUTHORIZED INDIVIDUAL
7. NAME OF COMMANDING OFFICER (Type or prini) 8. PAY GRADE

9. SIGNATURE OF COMMANDING OFFICER

DD Form 577, MAY 88 (EG) ,freviow sdienmoy SIGNATURE CARD

Designad using Perform Pro, WHS/DIOR, Oct 97

- "



Figure 3 (DA 3953 Front Side,Blank) to ANNEX E (Forms and Letters) to LOI No. 01-1,

Ordering Officer Network

PURCHASE REQUEST AND COMMITMENT

For use of this form, see AR 37-1; the proponent agency is OASA(FM)

1. PURCHASE INSTRUMENT NO. 2.

REQUISITION NQ. 3

DATE

PAGE

OF

4. TO:

6. THRU:

6. FROM:

It is requested that the supplies and services enumerated below or on attached list be

7. PURCHASED FOR

8. DELIVERED TO

9. NOT LATER THAN
{Date)

and complete item.)

The supplies and services listed below cannot be secured through normal supply channels or other Army supply
sources in the immediate vicinity, and their procurement will not viclate existing regulations pertaining to local
purchases for stock, therefore, local procurement is necessary for the foliowing reason: (Check appropriate box

10. NAME OF PERSON TO CALL FOR ADDITIONAL
INFORMATION

11. TELEPHONE NUMBER

MEANS OF SUPPLY FOR THE FOREGOING BY

12. LOCAL PURCHASES AUTHORIZED AS THE NORMAL

13. REQUISITIONING DISCLOSES NONAVAILABILITY
OF ITEMS AND LOCAL PURCHASE 1S AUTHORIZED BY

EMERGENCY SITUATION PRECLUDES USE OF REQUISITION CHANNELS FOR SECURING ITEM

FUND CERTIFICATION

The supplies and services listed on this request are properly chargeable to
the following allotments, the available balances of which are sufficient to
cover the cost thereof, and funds have been committed.

14

ITE.M D.ESCRIPTION OF SUPPLY OR SERVICES

16. 17. 18.
QUANTITY UNIT

ESTIMATED

UNIT PRICE

TOTAL COST
a b

19.  ACCOUNTING CLASSIFICATION AND AMOUNT

20.

TYPED NAME AND TITLE OF |21,
CERTIFYING OFFICER

SIGNATURE

22. DATE

23.

DISCOUNT TERMS

24,

PURCHASE

ORDER NUMBER

26.

25. THE FOREGOING ITEMS ARE REQUIRED NOT LATER THAN AS INDICATED ABOVE FOR THE FOLLOWING PURPOSE

DELIVERY REQUIREMENTS

ARE MORE THAN 7 DAYS REQUIRED TO INSPECT AND ACCEPT THE REQUESTED

GOODS OR SERVICES YES NO

IF YES, NUMBER OF DAYS REQUIRED

27. TYPED NAME AND GRADE OF INITIATING 28. SIGNATURE 29. DATE 34, TYPED NAME AND GRADE |35. SIGNATURE 36. DATE

OFFICER OF APPROVING OFFICER OR
DESIGNEE

30. TELEPHONE NUMBER

31. TYPED NAME AND GRADE OF SUPPLY 32, SIGNATURE 33. DATE

OFFICER

DA FORM 3953, MAR 91 EDITION OF AUG 76 1S OBSOLETE USAPPC V2.00

E-4



Figure 4 (SF 44, Blank) to ANNEX E (Forms and Letters) to LOI No. 01-1, Ordering
Officer Network

U.sS. GOVERMNMENT

PURCHASE ORDER—INVOICE—VOUCHER

DATE OF ORDER

- ORDER NO.
1D 2>
PRINT NAME AND ADDRESS OF SELLER (MNomber. Streef, City. and Srate)™
P
_~
¥ (3>
E
e
FURNISH SUPPLIES OR SERWVICES TO (Mame and address)™
4D
SUPPLIES OR SERWVICES QUANTITY UNIT PRICE ARAOUNT
5> (6> (7> (3)
AGEMCY NAME AND BILLING ADDRESS™
TOTAL 9>
- DISCOUMT TERMS
- C10) (R P . DAYS
= DATE INWVOICE RECEIVED
" C12)
ORDERED BY (Sigrafure and title)

(13>

PURPOSE AND ACCOUNTING DATA

C14)
PURCHASER— 7o sigrr below for over-the-courter delfivery of iterms
RECEIVED BY
(15>
TITLE DATE
(16> | 17>
SELLER-—FPlease read instructions on Copy 2
PAYAMENT PAYMENT
(- RECEIVED $....-..--------------------.--- 1 REQUESTED s eesRseEEs TSR e ..
NO FURTHER INVOICE NEED BE SUBAMITTED
SELLER DATE
185
L=
(Signature)
I certify that this account is correct and proper RENCES
for payment in the amount of
-
ACCOUNT VERIFIED :
(L9 3 CORRECT FOR

""""" (Authorized certitwing officer)  § gy |
PAID BY

[Llcash | DATE PAID T VOUCHER NO.

—————————
* PLEASE INCLUDE

Z1P CODE

1. SELLER'S INVOICE STANDARD FORM 44a (Rewv. 10—5.3-)

N PRESCRIBED BY GSA,
(See /nstructions o Copy Z) FAR (a8 CFR) 53.213(c)

E-5



Figure5 (SF 44, Completed) to ANNEX E (Forms and Letters) to LOI No. 01-1, Ordering
Officer Network

U.S. GOVERNMENT

PURCHASE ORDER—INVOICE—VOUCHER

DATE OF ORDER ORDER NO.

3 JAN S&L DAKF23 - 0o -KG-oco)

PRINT NAME AND ADDRESS OF SELLER (Number. Street, City, ord Storm)™

. 'Egm'.s ﬂf?ﬂrkr S Ao P
M
22 ‘e 5770 B3Fouz2 O.S.A4.

2
URNISH SUPPLIES OR SERVILES TO (MName and addreass) ™

Co, 3B/5 7™ SFG
A7 CAMPRBELE<cL, K'Y Y2223

SUPFPLIES OR SERVICES QUANTITY UNIT PRICE AMOUNT

L UucGAUT v d /.00 4. o0
BATTERY / y2.00 Y2.00

¥
E
E
F

( ZF wAor (nv (.5. CURREWNCY,
CONVERT 70 (.§. CURRENC Y

AERE PAD PosSZ | ZTo7lhAL |ItA

U.S. CuRRENCY )

AGENCY NAAME AND BILLING ADGRESS™ .’/

. D FAS - ROM & g?;C%UNY TERMS = Oo
t 3RS BRooks RO savE e Reeeis 2
r RoME , NY IBYY/-S452F

ORDERED BY (Signarure dhrd sitte)

PURFOSE AND ACCO: GIL CHRIS 7' SLFTCax

7RO /00 . SOSEC O SOSOCLAOO/ IR E.20.2 200

2SR GEC Coocooco SITHSFGF23 oo 3
[ o] orsoeos o

PURCHASER— 7o sigrn below for over-the-counter oefivery of items

RECE!VED BY —
T Mus r B, 3y So coA/E)

TITLE
R 7 T CeERrR
SELLER —Frocase read instructions orr Copy 2
PAYMENT [ NT
WRECEIVED $..-.‘1..G....£2£> ....... J I ok LS, U
NO FURTHER INVORCE NEED BE SUBANTTED
SELI?’ DATE
wCMUST AHAVE SIGCNATUORE ofR CASH RECEIPT
(Sigriature)}
1 certify that this account is correct and proper DIFFERENCES

for payment in the cmount of

s b .OO.
CPavyive AcerT)

(Auvitthorized cortifying officern) =

ACCOUNT VERIFIED -

CORRECT FOR |

- PaAID BY a:ASH DATE PAID WVOUCHER NO.
fChack No} 3 J-AN d¢
* PLEASE INCLUDE 1. SELLER’'S INVOICE STANDARD FOFIM d4a (Fev. 10-83)
i hd .
ZIP CODE See Instructions on Copy 2) FAR (48 CFR) 53.213(c)




Figure 6 (Sales Tax Exemption) to ANNEX E (Forms and Letters) to LOI No.
01-1, Ordering Officer Network

DEPARTMENT OF THE ARMY

HEADQUARTERS, 1015T AIRBORNE DIVISION (AIR ASSAULT) AND FORT CAMPBELL
DIRECTORATE OF CONTRACTING
2174 13-1/2 STREET

FORT CAMPBELL, KENTUCKY 42223-5358

REPLY TO
ATTENTION OF

Directorate of Contracting

SUBJECT: Sdlesand Use Taxes

To Whom It May Concern:

All purchases made by the Fort Campbell, Kentucky personnel on behdf of the United States
Government, are not subject to various sales and use taxes.

The Tennessee Tax Identification Number (TIN) is 61-0455908, and the Kentucky Tax
Identification Number (TIN) is FG-024-100.

Sincerdy,

Original Sgned
LESLIE H. CARROLL
Director of Contracting






Figure 7 (DA 3953 Back Side, Blank) to ANNEX E (Forms and Letters) to LOI No. 01-1,
Ordering Officer Network

37, DEUGATICN RECORD | 38 AMOUNT 0F COMMITMENT 3
. . _ St
REFERENCE | DEUGATED | UNOBLIGATED i = [ REFIAENCE | DALIGATED | UMGBLIG HEMARES
DATE | "\UMBER | INGURRED BALANCE WUMBER |  INCUARED BALANCE
-
|
39, PROCUREMENT DATA ]
il GISCOUNT | BUSH DESTIRATION
AINNER WO Oy DAYS MESS DEIﬁP':"EEﬁT FoE
Sl i T POMT
Unit olzo|30|m [Lg |Sm
PAGE 2, DA FORM 3053, MAR 91 ]



Figure 8 (DA 3953 Back Side, Completed) to ANNEX E (Formsand Letters) to LOI No.

01-1, Ordering Officer Network

37. CRUIGATONFEQCRD 3B AVONTCFQOVMIVENTS 5,000.00
REFERENCE CHGATD UNCRLGATED
DATE NORED BAAE VRS DATE CRIGATEDNOURRED |UNCRLGATEDBALANCE] RAVARKS
3JAN 00 [KG-0001 46 954 |00 [ LUGNUT, BATTERY
7JAN 00 | KG-0002 8 945 |68 | FILM DEVELOPING
10 FEB 00 | KG-0003 10 |00 935 |68 | MODEM CABLE
3. FROOFEVENTDATA
ftem
DBIOLNT Bs DESTNA
HIRND Y oavs Nss | CEMRY o
™E
PONT
ut 10|20 |D[N |ig |sm
PAGE2, DAFCRMVI3853, MAR9L USAFRCV20D

E-10



Figure 9 (DD 1057 Feeder Report) to ANNEX E (Forms and Letters) to LOI No. 01-1,

Ordering Officer Network
1057 FEEDER REPORT
SF 44 ACTIONS
Ordering Officer:
Reporting Period:
Pl COMMODITY
COST (%

Tota Actions $0,000.00 to $1,000.00
Total Dollars $0,000.00 to $1,000.00
Tota Actions $1,000.00 to $2,500.00
Total Dollars $1,000.00 to $2,500.00
Total Actions
Tota Dollars

(Signature Block)

E-11



Figure 10 (Appointment/Clearing Procedures) to ANNEX E (Forms and Letters) to LOI
No. 01-1, Ordering Officer Network

Step 1 Soldier Attends Ordering Officer Class, With Copy of Downloaded Slides and
Appointment/Clearing Procedures http://www.campbel |-doc.army.mil/ordoffproc.htm

Classes Are Held Monthly at Bldg 2114, Divison NBC School, 1000 Hrs,
Dates are Published in the Screaming Eagle Bulletin OR,

Call Contingency Contracting Section for Dates. 798-7561/7562/7851/7822

Step 2 Company Commander Prepares Ordering Officer Request Memo (See Figure 1)

Step 3 HA Initiates DA 3953, Front Side (See Figure 3)

Step 4 Soldier Brings Cdr's Memo and Completed Front Side 3953 to Contingency

Contracting Section Bldg 2172, 13 1/2 Street and Makes Appointment for In-Brief

Step 5 Contracting Prepares Ordering Officer Appointment Memo

Step 6 In-Brief: Soldier Brings completed DD 577 s for Ordering Officer and Paying

Agent (See Figure 2). Soldier Receives SF 44’ s (See Figure 4), Ordering Officer Packet and Ordering
Officer Appointment Letter

Step 7 Within 5 Days of Mission Completion, Soldier Clears Contracting THEN, Clears Comptroller

Step 8 Documents Required to Clear Contracting:
Copy of ALL Receipts, , Green Copies of SF44, Deposit Slip (SF 215) If Unobligated Funds Remaining,
Hand Receipts for Durables’Non-Expendables

SOLDIER MAY DOWNL OAD DIVORDNET LOI TO STUDY PRIOR TO APPOINTMENT
THROUGH THISLINK: E-12

wannny cAamnhd l-doe armv mil/lni htr



