PROPRIETY OF FUNDS

TASK:  Identify circumstances appropriate for use of Official Representation Funds (ORF).

OBJECTIVE:  Be able to identify if ORF funds should be used and know proper data elements to utilize the ORF.

SITUATION: The site commander wants to have a party with hors’douvres, beverages, and music to entertain the local town leaders.  In addition, he wants to invite the Under Secretary of Defense, who is touring the area.  What the commander needs to know is what requirements he needs to meet to accomplish this project. 
ACTIONS: The commander should request authorization to use Official Representation Funds through his PDS base commander.  Requests should justify and itemize proposed expenditures, identify the category of entertainment, include proposed guest list with position or title of invitees, indicate guest ratios of DoD to non-DoD personnel where applicable, and date of event.  Provide a revised guest list of actual attendance as part of the accounting documentation.

REGULATION REFERENCES:  AFI 65-603, Para 6 and 7.2
PROPS: ORF Authorization Letter
MEMORANDUM FOR DEPLOYED SITE COMMANDER

FROM: PDS COMMANDER/GEN POWERS

SUBJECT:  AUTHORIZATION TO USE OFFICIAL REPRESENTATION FUNDS

1. I HAVE REVIEWED THE REQUEST THAT YOU SENT TO ME CONCERNING THE HOSTING OF THE LOCAL TOWN LEADERS AT THE DEPLOYED SITE AND OF THE SECRETARY OF DEFENSE.  I AGREE THAT THIS WOULD HELP TO PROMOTE GOODWILL TOWARD THE UNITED STATES AND OUR FORCES.  THEREFORE I AM AUTHORIZING YOU THE USE OF THE OFFICIAL REPRESENTATION FUNDS THAT I HAVE.

2. THE AMOUNT OF FUNDS YOU ARE AUTHORIZED TO EXPEND WILL BE LIMITED TO $5,000.00 US DOLLARS.  ADDITIONAL EXPENDITURES WILL REQUIRE FURTHER AUTHORIZATION FROM ME IN WRITING.  YOU WILL COMPLY WITH ALL REPORTING REQUIREMENTS FOR EXPENDITURES MADE USING THESE FUNDS.
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