Memorandum Format for Applying for Contracting Officer Warrant Waiver
Applicability: This is the mandatory memorandum format to request a waiver from the contracting officer warrant requirements. 


	ACTION:
	 Request for Contracting Officer Warrant Waiver 

	FROM: 
	(HCA or COCO, OA name, OA address) 

	TO:
	 (Senior Procurement Executive)

	Through:
	 (Acquisition Career Manager) 


1.  Request waiver of contracting officer warrant requirements for:

Name:

Position Title:

Series/Grade:

Position Description Number:

2.  Identify the specific warrant requirements that the individual does not meet.  
3.  Provide reasons as to why the requirements were not met; include a statement regarding the individual’s ability to perform successfully in the position without meeting the standards.
4.  Provide a time-phased plan to meet the warrant requirement.  Indicate the date that the individual is expected to meet the warrant requirements.

5.  Identify a point of contact.

Requesting Official (Supervisor)
Signature/Title/Date:___________________________________________________________ 
Endorsing Official (HCA or designee, no lower than COCO))

Signature/Title/Date:___________________________________________________________ 

Acquisition Career Manager Action
 FORMCHECKBOX 
Recommend Approval
 FORMCHECKBOX 
 Recommend Disapproval


Signature/Date:______________________________________________________________ 

Senior Procurement Executive Action

 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
 Disapproved
Signature/Date:________________________________________________________________ 

