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6.1 What is the purpose of this chapter? This chapter:

A. Provides procedures for resolving unauthorized commitments, and

B. Describes who is responsible for ratifying unauthorized commitments.

6.2 What is an unauthorized commitment? An unauthorized commitment occurs when a Government
employee enters into an agreement for services or to purchase items without the authority to do so.
Following are two examples of unauthorized commitments:

A. An employee with purchase card authority of up to $3,000 enters into a contract with a hotel for
meeting space that costs $5,600. Since the total cost of the meeting space exceeds the micro-purchase

limit, this is an unauthorized commitment.

B. An employee authorizes the repair of Government property before getting an approved purchase
order.

6.3 What is the scope of this chapter? This chapter covers:
A. Service Contracting Officers,
B. Other acquisition professionals, and

C. Any other employee, at any level, involved in acquiring supplies or services for our programs.

6.4 What is the policy?

A. Only employees with a Contracting Officer's Appointment (COA), individuals who are authorized to
use a purchase card, and appointed Ordering Officers may make acquisition commitments for supplies
or services. All other employees must avoid making unauthorized acquisition commitments.

B. If an employee makes an unauthorized commitment, he/she should work with his/her supervisor to
request ratification of the action. Ratification is when an authorized official approves the commitment. It
allows us to pay for the supplies or services we received.

6.5 What are the authorities for this chapter?

A. Federal Acquisition Regulation (FAR) - Subpart 1.6: Career Development, Contracting Authority, and
Responsibilities.

B. Department of the Interior Acquisition Regulation, Subpart 1401.6: Career Development, Contracting
Authority, and Responsibilities.

6.6 What are the potential consequences to any individual for making an unauthorized
commitment? Anyone responsible for making an unauthorized commitment may be subject to
disciplinary action, including, but not limited to:

A. Reprimand,

B. Personal responsibility for paying the costs of the commitment, and
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C. Suspension or rescission of COAs (also see Exhibit 1 and the Department’s “Table of Offenses and
Penalties” in Appendix B, 370 DM 752).

6.7 Who is responsible for resolving unauthorized commitments?

A. The Assistant Director — Business Management and Operations (AD-BMO) is the only Service
official who may ratify unauthorized commitments of more than $100,000.

B. Assistant Regional Directors — Budget and Administration (ARD-BA):
(1) May ratify unauthorized commitments of $100,000 or less, and

(2) Must review requests for ratification over $100,000 before sending them to the ratifying official and
recommending whether or not he/she should ratify them.

C. The supervisor of an employee who makes an unauthorized commitment must prepare a
memorandum to the ratifying official asking for ratification of the commitment.

6.8 Do the ratifying officials need to get concurrence from anyone outside of Service? Yes, if the
unauthorized commitment is for more than the micro-purchase level (see FAR 2.101 for current level),
then the ratifying official must get concurrence from the Office of the Solicitor before ratifying the
commitment (see Exhibit 1, paragraph A). He/she does not need to seek concurrence if the amount is
at or below the micro-purchase level.

6.9 What is the process for requesting ratification?

A. The immediate supervisor of the person who made an unauthorized commitment must prepare a
memorandum:

(1) Addressed to the Chief — Division of Contracting and General Services or Contracting and Facilities
Management (CGS/CFM),

(2) Describing the circumstances of the acquisition and how the commitment occurred, and

(3) Including a description of any efforts the employee made to have a Contracting Officer with
adequate authority make the acquisition.

B. For actions of $100,000 or less, the ARD-BA must:

(1) Review the memorandum to ensure that a Contracting Officer has made a written determination of a
fair and reasonable price,

(2) Seek concurrence from the Solicitor’s Office if the action exceeds the micro-purchase level and
he/she approves the ratification, and

(3) Follow the procedures in Exhibit 1 to determine whether to ratify the action or not.

C. For actions of more than $100,000, the Chief — CGS/CFM must prepare a memorandum to the
AD — BMO through the Directorate member and the Chief — CFM, Washington Office.

(1) This memorandum must include:
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(a) A description of the circumstances of the acquisition and how the commitment occurred,
(b) A recommendation of appropriate action,

(c) A description of corrective measures the supervisor or office took to prevent any similar
occurrences,

(d) The acquisition request,

(e) The order document or assigned order number,

(f) Certification of receipt,

(9) Invoice,

(h) Statement of how he/she determined the price is fair and reasonable, and
(i) Finance Center data input form with appropriate accounting data.

(2) CFM staff will gather related facts and investigate, if necessary. The Chief — CFM recommends to
the AD — BMO whether to ratify the commitment.

(3) The AD — BMO:

(a) Seeks concurrence from the Solicitor's Office if he/she approves the ratification,

(b) May approve the ratification if the Solicitor's Office concurs, and

(c) Sends approved ratifications and payment instructions to the Finance Center in Denver.
6.10 What happens if the unauthorized commitment is not ratified?

A. If the AD — BMO or the ARD-BA does not ratify an unauthorized commitment, he/she must
coordinate with the Office of the Solicitor to determine the best approach to resolving the situation.

B. We may require that the employee responsible for the commitment personally pay some or all of the
obligation (see section 6.6 for other consequences).

C. The ratifying official must refer cases with any indications of fraud, misappropriation of Government
funds or property, or major ethical violations to the Office of the Inspector General for investigation.

6.11 Who is the point of contact if employees have questions on unauthorized commitments?

For the Washington Office, direct questions to CFM. In the Regions, ask your Regional Contracting
Office for help.

/sgd/ Kenneth Stansell
DEPUTY DIRECTOR

Date: October 28, 2008
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{a) A description of the circumstances of the acquisition and how the commitment occurred,
{b) A recommendation of appropriate action,

{c) A description of corrective measures the supervisor or office took to prevent any similar
occurrences,

{d) The acquisition request,

{e) The order document or assigned order number,

(f) Certification of receipt,

{g) Invoice,

(h) Statement of how he/she determined the price is fair and reasonable, and
(i) Finance Center data input form with appropriate accounting data.

(2) CFM staff will gather related facts and investigate, if necessary. The Chief - CFM recommends to
the AD — BMO whether to ratify the commitment.

(3) The AD - BMO:

{(a) Seeks concurrence from the Solicitor's Office if he/she approves the ratification,

(b) May approve the ratification if the Solicitor's Office concurs, and

{c) Sends approved ratifications and payment instructions to the Finance Center in Denver.
6.10 What happens if the unauthorized commitment is not ratified?

A. If the AD — BMO or the ARD-BA does not ratify an unauthorized commitment, he/she must
coordinate with the Office of the Solicitor to determine the best approach to resolving the situation.

B. We may require that the employee responsible for the commitment personally pay some or all of the
obligation (see section 6.8 for other consequences).

C. The ratifying official must refer cases with any indications of fraud, misappropriation of Government
funds or property, or major ethical violations to the Office of the Inspector General for investigation,

6.11 Who is the point of contact if employees have questions on unauthorized commitments?
For the Washington Office, direct questions to CFM. In the Regions, ask your Regional Contracting

Office for help. P
Somill Hlpnsel

Ve uds
DIRECTOR
Date: October 28, 2008
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