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REQUEST FOR APPROVAL OF UNAUTHORIZED ACSA TRANSACTION 
(AE Reg 1-3)

This form is only for the Acquisition and Cross-Servicing Agreement (ACSA) Program 
and may not be used for ratifications of unauthorized commitments under the Federal Acquisition Regulation (FAR).

Amount ($) To Date of commitment (YYYYMMDD)

For (item or service) Committing unit or activity

PART I — Description of Commitment and Unit Commander's Review
The individual making the unauthorized ACSA transaction will complete part I, section A, blocks 1 through 5; provide the required 

documentation; date, sign, and forward the form to his or her immediate supervisor who will complete part 1, section A, blocks 6 and 7. 
The immediate supervisor will then forward the form to the appropriate individual (unit commander, director or activity chief, O6/GS15 

equivalent) who will complete part I, section B. All information must be provided in detail.
Section A — Commitment Circumstances

1. Statement by individual who made the commitment and whether or not that person is an ACSA implementing and approving 
official (ACSA IAO):

2. Explain why ACSA procedures were not followed. For cash transactions, regulations require certification of funds and a counter-signed 
ACSA order before goods or services are provided.
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For (item or service) Committing unit or activity

3. Describe bona fide Government requirement necessitating the commitment.

4. Describe Government received benefits (State the value of the benefit and other pertinent facts.)

5. List and attach all relevant documents (Include statements of requirements, previous or draft ACSA order, invoices, and other evidence 
of the transaction.)

Individual making unauthorized ACSA transaction
Name, grade, and title Date (YYYYMMDD) Signature

6. Describe attempts to resolve unauthorized transaction (for example, cancelling transaction, returning merchandise, individual paying 
from personal funds)

7. Comments of immediate supervisor of individual making unauthorized ACSA transactions:

Supervisor
Name, grade, and title Date (YYYYMMDD) Signature
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For (item or service) Committing unit or activity

Section B — Commander, Director, or Activity Chief
Completed by unit commander, director, or activity chief (O6/GS15 equivalent). Complete blocks 1 through 4 and forward the form to the 

ACSA Program Manager, International Agreements Division, Office of the Deputy Chief of Staff, G8, HQ USAREUR.
1. Describe special remedial corrective action, disciplinary action, or both that were taken (Include a description of any administrative 
action to be taken or explain why no disciplinary action was considered necessary.)

2. Describe action taken to prevent recurrence of unauthorized ACSA transactions:

3. I have reviewed part I, section A, and verify that the information is accurate and complete, that the Government received a 
benefit and associated value from the subject transaction, and—

Concur with the 
subject transaction

Do not concur 
(explain nonconcurrence)

4. A completed purchase request and commitment (DA Form 3953) has been prepared and is attached (required if ratification is recommended). 
DA Form 3953 must specifically state that funds were available at the time the unauthorized ACSA transaction was made and are still available.

Yes No
Commander or director

Name, grade, and title Date (YYYYMMDD) Signature

Section C — Transactions in Excess of the Simplified Acquisition Threshold
5. For transactions in excess of the simplified acquisition threshold (currently $150,000), recommendation of the first general officer 
or Senior Executive Service (SES) equivalent in the chain of command

Based on the foregoing determination: Recommend approval Recommend disapproval
First General Officer or SES Equivalent in the Chain of Command

Name, grade, and title Date (YYYYMMDD) Signature
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For (item or service) Committing unit or activity

PART II
Section A — Legal Review

Completed by the Contract and Fiscal Law Division, Office of the Judge Advocate, HQ USAREUR (KFLD).
Based on the foregoing determination, KFLD has—

No legal 
objection Legal objection (explain)

Name, grade, and title Date (YYYYMMDD) Signature

Section B — ACSA Program Manager
Completed by the ACSA Program Manager, International Agreements Division, Office of the Deputy Chief of Staff, G8, HQ USAREUR.
Based on the foregoing determination, the subject unauthorized ACSA transaction is—

Approved

Disapproved (explain).

Name, grade, and title Date (YYYYMMDD) Signature
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REQUEST FOR APPROVAL OF UNAUTHORIZED ACSA TRANSACTION
(AE Reg 1-3)
This form is only for the Acquisition and Cross-Servicing Agreement (ACSA) Program and may not be used for ratifications of unauthorized commitments under the Federal Acquisition Regulation (FAR).
Amount ($)
To
Date of commitment (YYYYMMDD)
For (item or service)
Committing unit or activity
PART I — Description of Commitment and Unit Commander's Review
The individual making the unauthorized ACSA transaction will complete part I, section A, blocks 1 through 5; provide the required documentation; date, sign, and forward the form to his or her immediate supervisor who will complete part 1, section A, blocks 6 and 7.
The immediate supervisor will then forward the form to the appropriate individual (unit commander, director or activity chief, O6/GS15 equivalent) who will complete part I, section B. All information must be provided in detail.
Section A — Commitment Circumstances
1. Statement by individual who made the commitment and whether or not that person is an ACSA implementing and approving official (ACSA IAO):
2. Explain why ACSA procedures were not followed. For cash transactions, regulations require certification of funds and a counter-signed ACSA order before goods or services are provided.
For (item or service)
Committing unit or activity
3. Describe bona fide Government requirement necessitating the commitment.
4. Describe Government received benefits (State the value of the benefit and other pertinent facts.)
5. List and attach all relevant documents (Include statements of requirements, previous or draft ACSA order, invoices, and other evidence of the transaction.)
Individual making unauthorized ACSA transaction
Name, grade, and title
Date (YYYYMMDD)
Signature
6. Describe attempts to resolve unauthorized transaction (for example, cancelling transaction, returning merchandise, individual paying from personal funds)
7. Comments of immediate supervisor of individual making unauthorized ACSA transactions:
Supervisor
Name, grade, and title
Date (YYYYMMDD)
Signature
For (item or service)
Committing unit or activity
Section B — Commander, Director, or Activity Chief
Completed by unit commander, director, or activity chief (O6/GS15 equivalent). Complete blocks 1 through 4 and forward the form to the ACSA Program Manager, International Agreements Division, Office of the Deputy Chief of Staff, G8, HQ USAREUR.
1. Describe special remedial corrective action, disciplinary action, or both that were taken (Include a description of any administrative action to be taken or explain why no disciplinary action was considered necessary.)
2. Describe action taken to prevent recurrence of unauthorized ACSA transactions:
3. I have reviewed part I, section A, and verify that the information is accurate and complete, that the Government received a benefit and associated value from the subject transaction, and—
Concur with the subject transaction
Do not concur (explain nonconcurrence)
4. A completed purchase request and commitment (DA Form 3953) has been prepared and is attached (required if ratification is recommended).
DA Form 3953 must specifically state that funds were available at the time the unauthorized ACSA transaction was made and are still available.
Yes
No
Commander or director
Name, grade, and title
Date (YYYYMMDD)
Signature
Section C — Transactions in Excess of the Simplified Acquisition Threshold
5. For transactions in excess of the simplified acquisition threshold (currently $150,000), recommendation of the first general officer or Senior Executive Service (SES) equivalent in the chain of command
Based on the foregoing determination:
Recommend approval
Recommend disapproval
First General Officer or SES Equivalent in the Chain of Command
Name, grade, and title
Date (YYYYMMDD)
Signature
For (item or service)
Committing unit or activity
PART II
Section A — Legal Review
Completed by the Contract and Fiscal Law Division, Office of the Judge Advocate, HQ USAREUR (KFLD).
Based on the foregoing determination, KFLD has—
No legal objection
Legal objection (explain)
Name, grade, and title
Date (YYYYMMDD)
Signature
Section B — ACSA Program Manager
Completed by the ACSA Program Manager, International Agreements Division, Office of the Deputy Chief of Staff, G8, HQ USAREUR.
Based on the foregoing determination, the subject unauthorized ACSA transaction is—
Approved
Disapproved (explain).
Name, grade, and title
Date (YYYYMMDD)
Signature
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