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POLICY LETTER 28-11

From: Commanding Officer
To: Distribution List

Subj: OPEN PURCHASE PROCEDURES

Ref: (a) MCO P7300.21
(b) NAVSUP INSTRUCTION 4200.99

End: (1) Open Purchase Request
(2) Delegation of Authority

1. Purpose. To provide open purchasing guidance to Chemical
Biological Incident Response Force (CBIRF) personnel. Additionally,
to ensure CBIRF’s compliance with the above references and good
fiscal practice..

2. Obligation of Government Funds. The obligation of government
funds, per reference (a) paragraph 4001, is: “... a firm legally
binding agreement between parties for the acquisition of goods or
services.” The only authorized methods to obligate CBIRF’s funds,
are: 1) Through an approved purchase request endorsed by the Supply
Officer, or 2) The electronic obligation of funds through the Global
Combat Support System-Marine Corps (GCSS-MC).

3. Authorized Obligation of Government Funds. The authorized
obligations of government funds will occur through CBIRF’s Supply
Officer. All purchases/obligations will be reviewed for legality and
funds availability by the Supply Officer.

4. Procedures for Purchasing Gear and Services. The purchase
request format enclosed, combined with the procedure defined below
ensures that all obligations are executed properly and with the
correct authorization.

a. Creation of Request. A purchase request.begins with the
originator creating the open purchase request. It will then get
forwarded to his/her Responsible Officer for review and acceptance.



Subj: OPEN PURCHASE PROCEDURES

All fields are required in order to process requests in a timely
fashion.

b. Routing of Requests. The request will be routed from the
originator’s Responsible Officer to the Fiscal Chief. After being
routed through the Responsible Officer and the Fiscal Chief, it will
then be forwarded to the Supply Officer for action. The Supply
Officer will determine the legitimacy, legality, and funds
availability for that request. If the purchase is an end item over
$300 dollars or is serialized gear, this item will be added to the
Responsible Officer’s CMR.

5. In the Case of an Unauthorized Obligation of Government Funds. A
Marine who enters the government into a “legal binding agreement for
the acquisition of goods or services” without getting approval from
the Commanding Officer or Supply Officer, has created an unauthorized
obligation of CBIRF’s funds. The Commanding Officer will be notified
of all unauthorized obligation. Individuals creating such
obligations can be held accountable both through administrative or
punitive action. Lastly, all unauthorized obligations will only be
funded at the Commanding Officer’s discretion.

6. The point of Staff
Sergeant Coutain at 301-744-102

P. W. AHERN
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CBIRF PURCHASE REQUEST

REQUESTORS NAME:

SECTION: DATE: DATE REQUIRED:

PRIORITY: 13 PRIORITY JUSTIFICATION:

DESCRIPTION OF ITEMS

TOTAL

PART NO. TAMCN PRICE

N/A

$0.00

$0.00

JUSTIFICATION FOR REQUEST

ITEM NAMEINOMENCLATURE QTY
UNIT UNIT

PRICE ISSUE NSN

N/A

SOURCE OF SUPPLY

CAGE CODE ORDER TOTAL: $0.00
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VENDOR NAME 2 $0.00

POC

ADDRESS

CITY

STATE

ZIP CODE

COUNTRY

PHONE

FAX
EMAIL

FISCAL USE ONLY

MAC/WIC
BEA
BESA
FUND CODE
Oc/SOC

CAC
JON/LU
COMMENTS:

SUPPLY USE ONLY

PURCHASER:
PHONE:
DOC#:

PR DOC#:
CREDIT CARD #

PR/ORDER NAME:
TYPE ORDER:

TYPE FUNDS

DELIVER TO:
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From: Responsible Officer, CMR Account: YOOXX, Section
To: Supply Officer

Subj: AUTHORIZATION TO RECEIPT FOR EQUIPMENT FOR CMR ACCOUNT:
YOOXX, Section

Ref: (a) MCO P4400.150
(b) UM 4400—124

1. The following Marines are authorized to approve DSSC
(Servmart) Requests on my behalf:

a. No personnel are authorized to sign for equipment
except for the RO.

b. The following personnel are authorized:

LAST NAME INI RANK SSN SIGNATURE

2. The following Marines are authorized to approve Open
Purchase Requests on my behalf:

a. No personnel are authorized to sign for equipment
except for the RO.

b. The following personnel are authorized:

LAST NAME INI RANK SSN SIGNATURE

3. The following Marines are authorized to shop at DSSC
(Servmart) on my behalf:

a. No personnel are authorized to sign for equipment
except for the RO.

b. The following personnel are authorized:

SIGNATURELAST NAME INI RANK SSN



Subj: AUTHORIZATION TO RECEIPT FOR EQUIPMENT FOR CMR ACCOUNT:
YOOXX, Section

4. The following Marines are authorized to receipt for Open
Purchased Equipment on my behalf:

a. No personnel are authorized to sign for equipment
except for the RO.

_____ b. The following personnel are authorized:

LAST NAME INI RANK SSN SIGNATURE

5. The following Marines are authorized to receipt for
~on my be aif;

a. No personnel are authorized to sign for equipment
except for the RO.

b. The following personnel are authorized:

LAST NAME INI RANK SSN SIGNATURE

6. The following Marines are authorized to receipt for Initial
Issue/Replacement & Replenishment Equipment on my behalf:

_____ a. No personnel are authorized to sign for equipment

except for the RO.

_____ b. The following personnel are authorized:

LAST MANE INI RANK SSN SIGNATURE

7. The following Marines are authorized to receipt for
Maintenance/Repair parts, and SL-3 components on my behalf:

_____ a. No personnel are authorized to sign for equipment

except for the RO.

_____ b. The following personnel are authorized:

LAST NAME INI RANK SSN SIGNATURE

8. This letter supersedes all previous authorizations.

I. M.RES~O1~S~IBLE


