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This instruction assigns responsibilities and provides procedures for ratifying unauthorized
commitments of Government funds. It applies to all organizations assigned or attached to Maxwell AFB
and Gunter Annex that receive operational contracting support through the 42d Contracting Squadron.

SUMMARY OF REVISIONS: This version updates level of responsibility for completing block 1V,
MAFB Form 8, Unauthorized Contract Commitments and Ratifications (paragraph 4.5). A star (%)
indicates revised information from the previous edition.

1. Policy. The 42d Contracting Squadron is responsible for processing all unauthorized commitments
in accordance with Federal Acquisition Regulation (FAR) 1.602-3, Ratification of Unauthorized
Commitments, and its supplements. All unauthorized commitments and ratifications are documented on
Maxwell AFB Form 8, Unauthorized Contract Commitments and Ratifications.

2. General Information. All questions concerning unauthorized commitments should be addressed to
the 42d Contracting Squadron. To minimize interest payments, all unauthorized acts should be
processed expeditiously. The individual who committed the act may be held financially liable and
subject to disciplinary actions.

3. Terms Explained:

3.1. Contracting Officer. A person who, by virtue of his or her appointment, has the legal authority to
enter into and administer contracts on behalf of the Government. Only contracting officers have the
authority to obligate the Government.

3.2. Unauthorized Commitment. An agreement that is not binding solely because the Government
representative who made it lacked the authority to enter into that agreement on behalf of the
Government.
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3.3. Ratification. The act of approving an unauthorized commitment by an official who has the
authority to do so.

3.4. Nonratifiable Commitment. Cases that are not ratifiable which may be subject to resolution as
recommended by the General Accounting Office under its claim procedures or as authorized by FAR
Part 50.

3.5. Certifying Official. A person with written legal authority to certify funds.
4. Responsibilities and Procedures.
4.1. The 42d Contracting Squadron:

4.1.1. Monitors all unauthorized commitments and educates AU, wing, and tenant units on the proper
procedures to procure services and commodities to support their mission.

4.1.2. Prepares a cover letter for 42 CONS/CC, 42 MSG/CC or 42 ABW/CC signature, as appropriate,
to the organization or agency that committed the unauthorized act.

4.1.3. Notifies the Wing Commander if an individual or organization that committed the unauthorized
act does not comply with FAR 1.602-3 and its supplements.

4.2. The individual who committed the unauthorized commitment submits MAFB Form 8 to the
contracting officer in a timely manner.

4.2.1. Individual(s) who committed the unauthorized act will submit a statement of facts in block I. The
statement of facts must include the following:

4.2.1.2. Date unauthorized act occurred.

4.2.1.3. How the unauthorized act occur.

4.2.1.4. Who directed the unauthorized act.

4.2.1.5. Description of the item, including quantity or performance period, as appropriate.

4.2.1.6. The total dollar amount of the unauthorized act.

4.2.1.7. Who accepted the unauthorized supplies or services for the Government.

4.2.1.8. The contractor’s name and representative who rendered the unauthorized supplies or services.
4.2.2. Attach the following documents to the MAFB Form 8 for all unauthorized acts committed:

4.2.2.1. Contractor’s final and complete invoice covering all unauthorized supplies or services received
by the Government.

4.2.2.2. A certified AF Form 9, Request for Purchase, covering all unauthorized supplies or services
received by the Government.
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4.2.2.3. Receiving report or certified invoice for all unauthorized supplies or services received by the
Government.

4.3. The financial services certifying official completes block II of the MAFB Form 8.

4.4. The squadron commander or equivalent completes block III. The squadron commander is
responsible for making sure that blocks I through IV on the MAFB Form 8§ are properly completed and
all supporting documents pertaining to the unauthorized commitment are attached. The commander
must also explain what actions were taken to preclude recurrence. If disciplinary action is not taken, the
squadron commander must state why such action is not appropriate.

*x4.5. The wing, group, equivalent tenant commander, or commander of Air University schools and
colleges will complete block IV of the MAFB Form 8.

4.6. The Contracting Officer completes block V and follows the procedures stated in FAR 1.602-3 and
its supplements.

4.7. The Staff Judge Advocate completes block VI.
4.8. The Operational Contracting Squadron Commander completes block VII.
4.9. The ratifying official completes block VIII.

4.10. Forms. This instruction prescribes MAFB Form 8, Unauthorized Contract Commitments and
Ratifications, and adopts AF Form 9, Request for Purchase.

PAUL R. HORST, JR., Lt Col, USAF
Commander, 42d Contracting Squadron



