MEMORANDUM FOR (Insert name of individual being appointed)

Subj:  APPOINTMENT AS ACCOUNTABLE OFFICIAL

Encl:  (1) Acknowledgment of Appointment as Accountable Official

You presently occupy a position wherein your duties include the responsibilities of an accountable official.  This memorandum is formal notification that you are hereby appointed as an accountable official to (insert certifying officer’s name here) and other certifying officers at the Naval Sea Systems Command Headquarters who certify invoices that result from your purchase card transactions.

As an accountable official, you are responsible for supporting the certification of payment vouchers and documents for payments of purchase card invoices.

Chapter 33, Volume 5, of the DoD Financial Management Regulation provides a description of your responsibilities and pecuniary liability as an accountable official.  You shall read and become thoroughly familiar with these responsibilities and liability.  You must acknowledge this appointment and that you have read and understand your responsibilities and liability by signature in the space provided on the acknowledgment provided at enclosure (1).

ACKNOWLEGMENT

MEMORANDUM FOR EXECUTIVE DIRECTOR CONTRACTS DIRECTORATE
Subj:  APPOINTMENT AS ACCOUNTABLE OFFICIAL

In accordance with your memorandum of  ________, I hereby execute the following statement:

“By signature hereon, I acknowledge my appointment as an accountable official.  I have read and understand my responsibilities as described in Chapter 33, Volume 5, of the DoD Financial Management Regulation.  I understand that I have the right to request relief of liability for any payment I certify that is determined to be illegal, improper, or incorrect.  I further understand that this appointment will remain in effect until revoked in writing by you (or your successor) or until I am transferred, separated for any reason, or retire from service.”

_______________________________
____________________________

Signature 




Title

_______________________________

Date


